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WELCOME TO CRAFT4SMILES C.I.C.1  
 

1. Introduction  
 

This handbook aims to provide clarity on your rights as well as what is expected from you as a member 
of the organisation whether a staff member or a volunteer in relation to all Craft4Smiles activities – craft 
groups, website, selling and the online shop. The expectations and procedures detailed, apply to 
everyone whether a Co-Founder/Director, Directors, employee or a volunteer.  It is intended to provide 
general guidance on Craft4Smiles policies and procedures. If there is any conflict with the terms set out 
in the Contract of Employment, the terms in the Contract will be taken as correct.  
 
 
It is unusual to include policies and procedures for both employees and volunteers in one document. 
However, we have done so because it reflects the fundamentals of our organisation – our aim is to run it 
in partnership with the participants in our craft groups, our employees and our volunteers. We hope that 
this will ensure that the organisation offers the best experience that it can , providing the opportunity to 
develop the confidence, skills and experience and build connections and relationships that contribute to 
improvements in quality of life and, to work towards, and where appropriate, to secure paid employment, 
either within our organisation as craft tutors or in other roles or elsewhere.  

 
The policies and procedures included in the handbook may appear rather formal and daunting. 
Unfortunately, this tends ‘goes with the territory’ - as they say! The intention is not to daunt or to make 
things seem too formal - we try to be everything other than that in our day-to-day operation! However, 
experience tells us, and good practice requires, that we have clear policies and procedures so that 
expectations are clear from the outset, there is clarity about how everyone within the organisation should 
operate and when things ‘go wrong’ there is a reference point to help with identifying and addressing the 
problem.  

 
The first section of this handbook, up to the Appendices, outlines and summarises the principles and key 
features of each policy and procedure. The Appendices include more detail of the policies that are more 
complex and require careful definition of they will work/be implemented.  
 
We are a new organisation and therefore have a lot of work to do to put policies and procedures in place 
that support our current and developing operation. Those that are required to support our current, 
relatively small operation, have been developed in full. The others will be reviewed in the 6 months from 
June to October 2020. The status of each appendix is indicated in the main body of the document under 
the relevant section. In the longer term, we reserve the right to review, revise, amend or replace the 
contents of this handbook and introduce new policies from time to time in order to reflect the changing 
needs of our business. We will always consult with our craft group participants, volunteers and employee, 
involving as appropriate e.g. the sickness and absence policy does not apply to craft group participants. 
Therefore it is unlikely that they will be involved in the consultation although they will be informed that this 
is going on through our monthly meetings. 

 
2. Who We Are and What We Do  

 
Working with the Five Ways to Wellbeing, principles, Craft4Smiles aims to help to improve the mental 
wellbeing of people living in Cambridgeshire and Peterborough through paper crafting. Key outcomes 
from our activities are new relationships, a sense of connectedness/development of meaningful 
community connections, improved self-esteem and self-confidence and new knowledge and skills.   
 
We are a small group of people who are committed to crafting for wellbeing and who were involved with 
the original crafting group that was set up by Lifecraft’s Andrew Deller and team with funding from the 
People’s Trust. The group, led by Gray, proved a great success with 87 different individuals attending, 

 
1 Throughout this document, Craft4Smiles will be used to refer to Craft4Smiles C.I.C. The intention is to make the document 
less formal and long winded!  
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706 group sessions delivered and around £500 raised through sales at 2 Christmas craft fairs. 
 

Now that the People’s Trust’s funding has come to an end, Gray and Fiona are determined to ensure that 
those who have took part will be able to continue to participate in crafting activities, and that many more 
people will be able to do the same.  We have been running the organization and group activities on a 
voluntary basis in order to allow the previous activities to continue and membership to grow whilst 
working to secure funds via direct commissions and grants and have been successful in a bid to the Co-
Operative Bank.  

 
Current activity includes running craft groups and pop-up events and developing products for sale with 
home décor, cards and stationery being our specialism. With our passion for crafting, we are keen to help 
as many people as possible to start crafting, to develop their skills or simply to have a go at making 
things they haven't tried before. 

 
3. Our Mission 
 
To help to improve the mental health and wellbeing of the residents of Cambridgeshire and Peterborough  
through paper crafting activities. 

 
4. Our Values 
 
We aim always to:  
 

• Act with integrity and honesty 
• Be kind and compassionate. 
• Respect others and their views. 
• Acknowledge the contribution made by everyone however small. 
• Include and empower everyone who joins in with our activities.  

 
5. Our Objectives  
 
Objective 1: To help individuals to develop skills and expertise in crafting.  
Objective 2: To support people to grow in self-esteem and confidence.  
Objective 3: To help to build individual and community resilience. 
Objective 4: To help to develop the core skills required to gain and keep employment.  
Objective 5: To provide volunteering and work opportunities, including in the running of Craft 4 Smiles 
                      C.I.C. and self-employment.  

 
6. Our Strategic Objectives  
 

           Strategic Objective 1: To develop our organization collaboratively with craft group participants,   
           members and stakeholders. 
           Strategic Objective 2: To work collaboratively with other arts and crafting organizations locally and  
           nationally. 
           Strategic Objective 3: To develop a range of quality products for sale.  
           Strategic Objective 4: To develop a range of sales outlets.   
           Strategic Objective 5: To seek grant funding. 
           Strategic Objective 6: To seek donation funding. 
          

 
 
Fiona Adley        Grahame Adley     Susie Willis 
Co-Founders and Directors      Director 

Fiona Davies
How would you like this to look – using electronic sig
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1. VALUES, BEHAVIOURS AND CONDUCT   
 

1.1 Integrity Policy  
 

At Craft4Smiles, our people are our most valuable asset, and our reputation is being built on our actions 
and attitudes. This policy has been developed to uphold good practice, support our values and to give 
guidance to employees and volunteers so that they can be confident they are acting as expected by the 
organisation. 

 
Our Values 

 
We aim to:  
 

• Act with integrity and honesty; 
• Be kind and compassionate;. 
• Respect others and their view; 
• Acknowledge the contribution made by everyone however small; 
• Include and empower everyone who joins in with our activities. 

 

This document describes the high quality, professional behaviour and integrity expected of everyone who 
is involved with Craft4Smiles employees, volunteers and Directors. 

 
The policy should be used in conjunction with other Craft4Smiles. Policies, in particular: 

 
• Equality and Diversity;  
• Safeguarding Adults; 
• Data Protection and Security; 
• Declaration of Interests;  
• Bullying and Harassment; 
• Grievance; 
• Gifts; 
• Dress Code. 

 
 Key Principles and Behaviours  

 
Staff and volunteers are expected to act honestly, conscientiously, reasonably and in good faith at all 
times, having regard to their responsibilities, the interests of the organisation   and the welfare of staff, 
volunteers and craft group participants. In particular, employees must uphold the key principles and 
behaviours listed below: 
 
Key Principles: 
 
You are expected to:  

 
Service: Serve the interests of the craft group participants and the organisation without seeking to gain 
undue benefit for yourself, family or friends. 
 
Respect: Respect everyone you meet – other staff, volunteers, clients and anyone else. Respect the 
privacy of individuals and use confidential information only for the purposes for which it was intended. 
 
Honesty: Maintain scrupulous honesty and declare any potential conflicts of interest. Use the resources 
of the organisation, carefully, and only as authorised and in the best way possible to support 
Craft4Smiles. Be meticulous in matters concerning pay, expenses, sickness, special leave or benefits. 
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Fraud, theft, or misuses of property are potential examples of gross misconduct. 
 
Integrity: Not to accept any fee, benefit, gift or favour from any source which could be seen as 
influencing the way you work. Do not say anything which you would not feel comfortable about others 
knowing. 
 
Behaviour: Not to use aggressive or offensive behaviour or language.  
 
Presentation: Dress in an appropriate manner – casual dress is fine for crafting activities but you must 
be clean and relatively tidy!  
 
Drugs and Alcohol: Not to consume alcohol before work to an extent which may affect performance at 
work and do not consume alcohol during working hours and not to possess, or use illegal 
drugs/substances.  
 
Fulfil obligations: Be present at work as agreed and absent only with proper authorisation. Carry out 
your role in an efficient and competent manner, and to maintain standards of performance. Comply with 
lawful and reasonable employer instructions, work as directed and adhere to Craft4Smiles Policies and 
Procedures. 

 
Key Behaviours: 
 
Identification: It is important for clients to know that they are receiving a service provided by 
Craft4Smiles, and for members of other organisations to be able to identify employees and volunteers. 
Always wear your identity badge in situations when you are meeting participants in craft groups or new 
people and always have it with you to show if asked for identification. 
 
Political and Religious convictions: Craft4Smiles respects the political and religious beliefs of all 
employees, volunteers and participants. Employees and volunteers are not expected to enter into 
discussion of religion or politics in the delivery of their work. Should these topics be raised by a client, it is 
perfectly acceptable to respond, but no attempt should be made to encourage a client to adopt the beliefs 
of the staff member or volunteer. Should a client express discriminatory views e.g. racist views, the staff 
member should make it clear that these are not views supported by the organisation. 
 
Sharing views or opinions: Part of the role of Craft4Smiles includes signposting individuals to services 
or activities which may support their development. A range of these are suggested in various 
Craft4Smiles documents and guidance. The local knowledge and life experience of Directors, employees 
and volunteers is also crucial to delivering a good service. However, when signposting, care to remain 
impartial.  Even if a group or activity has been helpful to the staff or volunteer, or someone they know, it 
might not be helpful for someone else e.g. individuals may hold strong views about the benefits of 
anything from aromatherapy to transport methods. It is not appropriate to put these views forward. No 
attempt should be made to influence a client to adopt a view or pursue a particular course of action 
based on the personal views of the staff member or volunteer involved. Training on the boundaries of 
information advice and guidance is available to all employees and volunteers. 
 
Talking about work: Work at Craft4Smiles is part of the life of employees and volunteers and 
conversations about work experiences are an expected part of social life with family, friends and 
colleagues. During these conversations, personal information about participants must not be revealed, 
nor any information which could lead to a participant being identified. Care must also be exercised when 
talking about colleagues – use discretion and always err on the side of caution when passing on 
anecdotes about other employees or volunteers. The general rule is not to say anything which you would 
not say to someone’s face. Take responsibility for your own information – if you want a particular piece of 
personal information kept confidential, then make this clear. 
 
Unless it is a necessary part of your job role, or the information is publicly available e.g. on the 
Craft4Smiles website, it is not acceptable to discuss issues concerning the organisation  as a whole or 
individuals within it with staff or volunteers from other organisations. Information about what the 
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organisation is planning to do, or funds obtained, may be commercially sensitive. If you are unhappy 
about something at work, the Directors wish to help you resolve the problem. Tell them either using the 
Grievance Procedure or just speak directly to them. Do not let it fester or gossip about it either inside or 
outside the organisation. 
 
Relationships at work: It is great to make friends at work, yet employees and volunteers must still 
maintain appropriate professional behaviour at all times. This includes not using language which is 
generally regarded as swearing, discriminatory or abusive – even in jest. More relaxed behaviour is 
appropriate during social activities with colleagues, volunteers and participants. However, remember that 
your actions in those situations will influence how you are subsequently viewed in the workplace. 
 
If someone in your family or a close friend applies to work at Craft4Smiles, you must not take any part in 
the recruitment or selection process. You must also declare this relationship to the Directors to avoid any 
potential conflict of interest. If employees or volunteers form an intimate or close personal relationship 
with a colleague, this must not influence decisions or actions taken at work. Directors must be informed 
about this in order to avoid any potential conflict of interest. 
 
Relationships with clients: Contact with clients is expected to stop once the employee or volunteer has 
delivered the service from Craft4Smiles. Should an employee or volunteer wish to continue contact with a 
client beyond that period, they must inform the Directors and discuss their reasons. A record of this will 
be kept.  If the Directors think it is appropriate, both the Craft4Smiles participant and employee or 
volunteer may be asked to sign a statement saying that any future contact will be on a friendship basis 
and is outside of the authority and responsibility of Craft4Smiles. 
 
Work for other Organisations: Employees and volunteers are entitled to take on other paid or voluntary 
work, within the constraints of the European Working Time Directive or any other relevant legislation. 
Should an employee wish to do this, they must inform the Directors who will discuss it with one of the 
other Directors and seek agreement. Agreement for Craft4Smiles. staff to undertake paid or voluntary 
work for another organisation will not be unreasonably withheld, but may not be granted if there is a 
conflict of interest with their Craft4Smiles employment. 

 
1.2 Equality and Diversity Policy 

 
Craft4Smiles. is committed to eliminating discrimination and providing equal opportunities for all 
employees, volunteers and clients and will not treat anyone less favourably or discriminate against them 
on the grounds of possessing a protected characteristic as defined in The Equality Act 2010:  
 

• Age;  
• Disability; 
• Gender reassignment;  
• Race;  
• Religion or belief;  
• Sex;  
• Sexual orientation;  
• Marriage and civil partnership; 
• Pregnancy and maternity.  

 
In addition, Craft4Smiles will not discriminate on the basis of trade union membership or part-time or fixed 
term status.  
  
Craft4Smiles aims to ensure that its employees achieve their full potential and that all employment 
decisions are taken without reference to irrelevant or discriminatory criteria. This policy is a step towards 
these aims and should be read in conjunction with our policies on Bullying and Harassment, Integrity and 
Whistleblowing. There should be no discrimination on any of the grounds set out above. The types of 
discrimination which are prohibited are defined below. Discrimination can occur in the following forms: 
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Direct discrimination occurs where someone is put at a disadvantage or treated less favourably  
because of their membership of a protected group in relation to his or her employment. 
 
Indirect discrimination is putting a practice or condition for employment in place, which other surface   
appears a ‘neutral’ requirement but in reality, one of the protected groups finds the requirement more   
difficult to comply. 
 
Disability discrimination occurs where an individual is unjustifiably disadvantaged in employment/ 
recruitment for a reason connected with his/her disability. 
 
Victimisation occurs where an individual is treated less favourably than colleagues because he/she  
has taken action to assert their statutory rights and/or asserted their right not to be discriminated against 
as a member of a protected group and/or assisted a colleague with information in that regard. 

 
Harassment occurs when an individual is subject to unwanted conduct which has the effect of creating  
an intimidating, hostile, degrading, humiliating, or offensive environment for that individual or violating  
someone’s dignity because they possess a protected characteristic. 
 
Associative discrimination occurs when an individual is subject to Direct Discrimination because 
they associate with another person who possesses a protected characteristic. 
 
Discrimination by perception occurs when an individual is subject to Direct Discrimination because  
others think that they possess a certain protected characteristic. 
 
Harassment by a third party occurs when a third party who the organisation /business is not in  
control of, and does not employ, harasses an employee. 
 
Craft4Smiles is particularly concerned that equality of opportunity is maintained in the following areas: 

 
• Recruitment and selection; 
• Promotion, appraisal, transfer and training; 
• Terms of employment, benefits, facilities and services; 
• Grievances and disciplinary procedures; 
• Dismissals, resignations and redundancies;  
• References and post-employment checks.  

            Craft4Smiles is therefore, committed to promote equality of opportunity by ensuring that: 
 

• Recruitment and employment decisions are made on the basis of fair and objective  
            criteria; 
• The requirements of job applicants and existing members of staff who have or  
            have had a disability are reviewed to ensure that reasonable adjustments are  
            made to enable them to enter into or remain in employment with us;  
• Person specifications are limited to those requirements which are necessary for  
            the effective performance of the job;  

 
All employees have a right to equality of opportunity and a duty to implement this policy. Breach of this 
policy is potentially a serious disciplinary matter. Anyone who believes that they may have been 
discriminated against can raise this using the Grievance Procedure or under the Bullying and 
Harassment policy. Any redundancy criteria and procedures will be monitored to ensure that they are fair 
and objective and do not directly or indirectly discriminate against any employee. 
 
Acts which breach this policy and all instances of such behaviour or alleged behaviour, will not be tolerated 
and will be be taken seriously, fully investigated and may be subject to disciplinary procedures. The Director 
responsible for organisation and governance is responsible for ensuring that this policy and its 
implementation is regularly reviewed. All policies and procedures will be implemented and reviewed on a 
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regular basis to ensure legal compliance and best practice with regard to equality. 
 

1.3  Dress Code 
 

Craft4Smiles employees and volunteers must present as clean and presentable. However, dress should 
be casual as crafting tends to be a messy business! 
 
1.4  Bullying and Harassment Policy 

 
Craft4Smiles aims to encourage a climate in which the dignity and rights of each employee and volunteer 
are recognised and protected and to make it clear to participants, volunteers, employees that neither 
bullying nor harassment, on any grounds will be tolerated. However, if an incident does occur, the 
procedure detailed below enables the issue to be tackled effectively, sensitively, confidentially and in a 
timely manner. Anyone raising or involved in a complaint will be protected from victimisation. 

 
Definitions  

 
Bullying and harassment means any unwanted behaviour that makes someone feel intimidated, 
degraded, humiliated or offended. It is not necessarily always obvious or apparent to others and may 
happen in the workplace without an employer's awareness. Employees and volunteers are encouraged to 
deal with instances of bullying and harassment informally, where this does not resolve the situation, the 
formal procedure set out below should be followed. 

 
People can be subject to bullying and harassment on a wide variety of grounds including, but not limited 
to each of the protected characteristics listed under 1.2 above.  

 
Bullying and harassment can take many forms, occur on a variety of grounds and may be directed at an 
individual or a group of individuals. 

 
It is the perception of the victim(s) or witness(es) that is the most important factor in determining what 
constitutes bullying and harassment rather than the intention of the perpetrator. 

 
Forms of Harassment  

 
Forms of harassment may include, but are not limited to: 

 
• Unwarranted physical contact; 
• Unwarranted verbal conduct; 
• Unwarranted nonverbal conduct; 
• Patronising behaviour not used with others; 
• Bullying, including persistent criticism and personal abuse which humiliates or  
            demeans and the use of intimidating or threatening behaviour; 
• Isolation, exclusion or non-co-operation; 
• Coercion ranging from pressure for sexual favours to pressure to participate in political or 
            religious groups; 
• Intrusion by pestering, spying, following, etc. 

 
Harassment is not only inappropriate behaviour at work, but may also be unlawful. Incidents of sexual, 
racial or disability harassment may constitute offences under criminal law and therefore be reported to the 
police. Harassment may be deliberate or unintentional on the perpetrator’s part. 

 
The full policy can be found at Appendix A 
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1.5  Drugs, Alcohol and Smoking Policy 
 

Craft4Smiles is committed to safeguarding the health, safety and welfare of its employees, volunteers 
and clients. The aim of this policy is to reduce, if not eliminate, the risk of injuries or incidents occurring 
due to individuals suffering from the effects of alcohol or substance abuse. This policy applies to all 
employees and volunteers and all persons under Craft4Smiles’ control accessing our services or carrying 
out a work-related activity. 

 
Craft4Smiles will take all reasonable steps to prevent employees, volunteers and contractors carrying out 
work-related activities if they are considered to be unfit or unsafe to undertake the work as a result of 
alcohol consumption or substance abuse. Where there is a justified and reasonable belief that an 
employee or volunteer is in possession of drugs2 or alcohol at work then Craft4Smiles may request their 
permission to search their belongings. 

 
An employee who behaves irresponsibly outside of working hours may be subject to disciplinary action 
should Craft4Smiles believe it has been brought into disrepute. Irresponsible behaviour includes, but is 
not limited to, fighting, drink driving, and the possession and supply of illegal drugs. The Directors will 
address any irresponsible behaviour of volunteers in settings beyond the boundaries of their relationship 
with Craft4Smiles on a case by case basis. 

 
* Drugs - controlled and prescription drugs, illegal and designer drugs, legal or illegal substances and/or 
other substances such as solvents i.e. substances that affect the way the body functions physically, 
emotionally or mentally 
 
Drugs  

 
No employee, volunteer or other persons under the organisation’s control shall, in connection with any 
work-related or volunteering activity: 

 
• Report, or endeavour to report for duty having used drugs or substances likely to render them 

unfit and/or unsafe for work; 
• Use or be under the influence of drugs while working or volunteering for the organisation;   
• Attempt to sell or give drugs to any other employee, volunteer or other person while 

discharging the responsibilities required of them as part of their contract of employment or 
volunteering role.  

 
If any such incidents take place while an employee is at work, these will be investigated and may lead to 
disciplinary action up to and including summary dismissal for an employee and, for a volunteer, may lead 
to termination of their relationship with the organisation.  

 
It is a criminal offence to be in possession of, use or distribute an illicit substance. Craft4Smiles may 
consider it necessary to involve the Police if possession, use of distribution is suspected. 

 
Employees and volunteers must inform the Directors of any prescribed medication that may have an effect 
on their ability to carry out their work safely, and must follow any instructions subsequently given.  

 
Alcohol 

 
No employee, volunteer or other persons under the organisation’s control shall, in connection with any 
work-related or volunteering activity: 

 

 
2 Drugs - controlled and prescription drugs, illegal and designer drugs, legal or illegal substances and/or other 
substances such as solvents i.e. substances that affect the way the body functions physically, emotionally or 
mentally 
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• Report, or endeavour to report, for duty having consumed alcohol likely to render them unfit 
and/or unsafe for work; 

• Consume or be under the influence of alcohol while on duty, unless the Directors have given 
explicit consent for a specific social event; 

• Attempt to sell or give alcohol to any other employee, volunteer or other person while 
discharging the responsibilities required of them as part of their contract of employment or 
volunteering for the organisation.  

 
If any such incidents take place while an employee is at work, these will be investigated and may lead to 
disciplinary action up to and including summary dismissal for an employee and, for a volunteer, may lead 
to termination of their relationship with the organisation.  

 
Smoking 

 
It is illegal to smoke in public places, staff are permitted to smoke in designated smoking areas.  Staff are  
not permitted to smoke whilst working with participants in Craft4Smiles activities.  

 
The full policy can be found at Appendix B.  
 
1.6  Whistleblowing Policy 

 
Craft4Smiles believes that an important aspect of accountability and transparency is a mechanism that 
allows staff to internally disclose information that shows serious malpractice or wrongdoing within the 
organisation without fear of reprisal. The whistleblowing policy is designed to enable employees and 
volunteers to raise concerns internally and at an appropriate level and to disclose information that they 
believe shows malpractice or impropriety. These concerns could include financial malpractice or fraud, 
criminal activity, and dangers to Health and Safety or the environment. 
 
The Public Interest Disclosure Act 1998 (commonly referred to as Whistleblowing) was introduced  
to protect employees who disclosed information about dangerous, unethical or criminal behaviour, from 
being dismissed or subjected to detrimental behaviour by their employer as a result of such a disclosure.  
Whistleblowing is revealing information based on knowledge, which calls attention to fraud, negligence,  
abuses or danger that affects individuals. A ‘whistle-blower’ is someone who comes to a decision to  
express concern after a great deal of thought. The legislation requires the whistle-blower to have a 
genuine concern and therefore is not expected to produce irrefutable evidence in support of their claim. 

 
Craft4Smiles is committed to encouraging a climate of openness in the organisation and creating a  
positive environment in which employees can raise their concerns without fear of reprisal. It is also  
committed to eradicating any fraud, irregularity or malpractice which may arise within the organisation.  Any 
reports of such activities will be taken seriously and investigated. Any employee who witnesses such 
activities and who decides to raise their concerns will receive the full protection of the legislation of this 
policy. 

 
The full policy and procedure are detailed at Appendix C.  
 
 
2. CORE OPERATION  

 
2.1 Health and Safety Policy 

 
Craft4Smiles is committed to ensuring the health and safety of its employees, volunteers, participants in 
its activities and any other third parties. This policy details how Craft4Smiles manages its responsibilities 
in relation to health and safety effectively. This requires compliance with the Health and Safety at Work 
Act,1974, and its subsequent regulations and revisions. The actions required include:   

• Controlling of health and safety risks at work; 
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• Involving employees and volunteers in general and on health and safety issues 
            that affect them; 
• Making sure that where employees and volunteers work, and any equipment they  
            use, is safe; 
• Making sure employees, especially those new to the organisation, have relevant  
            information and training on health and safety; 
• Trying to stop accidents and work-related health problems; 
• Regularly checking that working conditions are safe and healthy; 
• Regularly reviewing this policy and making changes if necessary. 

 
To help the Directors discharge these responsibilities, it is everyone’s responsibility to identify a health and 
safety hazard or issue, correct it, and make it safe or report it immediately.  
 
Craft4Smiles is also responsible for the health and safety of those working or volunteering at home.  
The organisation is  therefore committed to doing everything possible to assure the health and safety of  
employees and volunteers wherever they are working. Equally, homeworkers have the same health and  
safety duties as others. Employees and volunteers are therefore required to take reasonable care of  
their  own health and safety while working at home and should comply with the Craft4Smiles Health and   
Safety at Work Policy and follow all health and safety instructions issued.   

 
In all circumstances, employees and volunteers should not give participants and other contacts or  
other third parties their personal mobile number, home address or home phone number. 
 
The Director responsible for crafting operations is the ‘responsible person’ for healthy and safety and will 
ensure that an annual assessment of risk is carried out.   A risk assessment should be completed for any 
new activities that staff and volunteers engage in as part of their work using the appropriate template.  The 
risk register will be updated with any newly identified risks as necessary.   

 
The full policy can be found at Appendix D. 

 
2.2 Safeguarding Adults Policy 

 
The aim of all agencies and individuals working in social and health care should be to safeguard people 
from abuse and to ensure that people who have been abused receive support and protection from further 
abuse. Craft4Smiles’ staff and volunteers work closely with people aged 18 years who may be 
vulnerable. The organisation aims to ensure that those accessing its activities, its volunteers and 
employees are kept safe from harm. If, on any occasion, children and young people are involved in our 
activities, they are always accompanied by a responsible adult.  
 
The purpose of this policy is to provide guidance and direction to employees and volunteers of 
Craft4Smiles and encourages the awareness of an independent person’s ethical and moral responsibility 
for the consideration and care of all people. It aims to ensure compliance with current legislation; the 
advice and guidance of the Cambridgeshire & Peterborough Safeguarding Adults Board (the Board). The 
policy is modelled on the Board’s Guidelines for a sizeable voluntary sector organisation with paid staff 
and regular contact with adults at risk. To meet the requirements of good practice for organisations 
working with adults at risk from harm and to encourage the awareness of an independent person’s ethical 
and moral responsibility for the consideration and care of all people 
 
The Co-Founder/Directors are responsible for this guidance and procedure and will actively promote the 
welfare of all adults at risk. They will: 

 
• Ensure that the welfare of adults at risk is given the highest priority by the  
            organisation, its management and employees/volunteers; 
• Promote good practice and ensure that staff and volunteers are able to work  

             with adults at risk with confidence; 
• Act as the main contact for sharing information around Adult Safeguarding       
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               concern; 
• Ensure that the concerns of Adults at risk are heard and acted upon; 
• Be responsible for ensuring concerns are reported to appropriate authorities; 
• Ensure training is provided for all staff/volunteers, and remain up to date with  
            current practice and legislation; 
• Ensure all staff/volunteers service users and families have access to further  
            appropriate information;  
• Ensure action taken promotes the wellbeing of the adult at risk. 

 
Safeguarding means protecting an adult’s right to live in safety, free from abuse and neglect. It is about 
people and organisations working together to prevent and stop both the risk and experience of abuse or 
neglect, whilst at the same time making sure that the adult’s wellbeing is promoted, including, where 
appropriate, having regard to their views, wishes, feelings and beliefs in deciding on any action. 

 
Adult safeguarding duties apply to an adult who: 

 
• Has needs which require care and support; and/or 
• Is experiencing, or at risk of, abuse and neglect; and/or 
• As a result of their care and support needs, is unable to protect themselves 
            from the risk or experience of abuse and neglect. 

 
The policy guidance and procedures below set out the steps to be taken when abuse is disclosed, identified, 
suspected or alleged. The accompanying practice guidance provides valuable help in defining abuse, 
recognising and understanding how abuse can occur, reducing the risk of abuse happening and 
considering and ensuring the wellbeing of the adult at risk. Craft4Smiles has committed to following the 
advice of  
 
The Care Act (2014) defines safeguarding as "protecting an adult’s right to live in safety, free from abuse 
and neglect." It is about people and organisation s working together to prevent and stop both the risks 
and experience of abuse or neglect, while at the same time making sure that the adult’s wellbeing is 
promoted including, where appropriate, having regard to their views, wishes, feelings and beliefs in 
deciding on any action. This must recognize that adults sometimes have complex interpersonal 
relationships and may be ambivalent, unclear or unrealistic about their personal circumstances. 
 
Adult safeguarding duties apply to an adult who: 
 

• Has needs for care and support (whether or not the local authority is meeting any of those  
     needs) and is experiencing, or at risk of, abuse and neglect; and, 
• As a result of their care and support needs, is less able to protect themselves from the  
    risk or experience of abuse and neglect. 

 
Full details can be found in Appendix E. 

 
2.3  Data and Barring Service Policy 

 
An enhanced Data and Barring Service (DBS) check will be requested for staff and volunteer roles where 
one is relevant and proportionate to the role or work concerned. The roles for which checks are required 
are determined by Craft4Smiles based on an assessment of the tasks to be undertaken. 

 
Failure to disclose information directly relevant to the role or work that is subsequently revealed as a 
result of a DBS check could lead to the withdrawal of any offer of employment. Where the position or 
work of an existing member of staff changes and Craft4Smiles considers it appropriate to request a DBS 
check, failure to comply may disqualify an employee from the position/work. It is the responsibility of the 
individual to inform Craft4Smiles of any subsequent cautions, convictions, reprimands and warnings. Not 
knowing about or understanding the law will not be considered as a reason for non-declaration. 
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Craft 4 Smiles will renew DBS checks as part of a rolling programme, currently every three years. Staff 
are encouraged to register with the DBS update service and where this has been done the update 
service will be checked rather than carrying out a new check. 

 
Full details of the policy can be found in Appendix F. 

  
2.4  Data Security and Protection Policy 

 
During the course of employment or volunteering, employees and volunteers are likely to receive or be 
made aware of confidential information concerning Craft4Smiles our business and/or clients. This 
information must not be disclosed or its disclosure allowed (except in the proper course of your 
employment or role as a volunteer) other than information that has come into the public domain or 
information that you are entitled to disclose under the Public Interest Disclosure Act 1998. 

 
No information from the organisation’s database except with another employee or volunteer unless that 
person needs to know the information. Where information is disclosed to a relevant professional who 
needs to know, that information should only be disclosed with the consent of the individual to whom the 
information relates and therefore belongs. Disclosing such information inappropriately and/or without 
consent where this is needed to any other third party will be treated as a disciplinary matter and will be 
subject to the disciplinary procedure. 

 
Having left employment or a volunteering role with Craft4Smiles, no information or practice that would be 
damaging to the organisation or its clients should be disclosed. The organisation shall be entitled to apply 
for an injunction to prevent such disclosure or use and to seek any other remedy including, without 
limitation, the recovery of damages in the case of such disclosure or use.  

 
Full details of the policy can be found in Appendix G.  

 
2.5  Appropriate Use of Email, Internet and Social Media Policy 

 
Craft4Smiles currently has a website and email addresses that are used by the Directors/Co-Founders. 
This situation will continue for the foreseeable future. As we grow, we may require email and internet 
accounts for employees and volunteers. A policy to cover how these should be used will be developed as 
necessary. In the meantime, the Directors will ensure that they handle electronic information and data in 
a way that complies with the Data Protection Act 2018 including the General Data Protection Regulations 
2018 and 2019.  
 
 

3. EMPLOYEES AND VOLUNTEERS  
 

3.1  Volunteering Roles and Volunteer Training Policy 
 
Participants in crafting activities will be involved in the delivery of crafting activities and the running of the 
organisation. This principle is at the heart of the Craft4Smiles operation and is intended to enable 
achievement of our mission and objectives leading ultimately to employment with Craft4Smiles and/or 
self-employment and/or employment with another organisation where this is appropriate. We will inform 
all participants of the range of opportunities available offering the opportunity to discuss the opportunities 
offered with individuals in which they express interest with them. Some volunteers will move into paid 
work with us, including as craft tutors when we have openings for them. They may also set up their own 
crafting businesses and support will be provided to do so.  

 
As part of the above, volunteers will be either given or loaned equipment and offering training and 
support to acquire the core knowledge and skills needed to operate safely as follows:  
 

• Health and safety at work; 
• Safeguarding adults;  
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• Data protection and security/General Data Protection Regulations;  
• An understanding of the policies and procedures contained in this handbook;   
• The Craft4Smiles core crafting curriculum.  

 
As the volunteer develops and moves towards achieving the role that they are working towards, 
additional training will be offered.  
 
The full policy can be found in Appendix H.  
 
The Performance and Capability Policy at Appendix K also refers  

 
3.2  Organisation and Property Policy 

 
Whether you are a staff member or volunteer, any property belonging to the organisation that you have, 
and which has not been given to you as specified in a letter from the Directors and any original or copy 
documents obtained by you during the course of your employment or volunteering with Craft4Smiles 
must be returned to the Directors at any time when requested and especially before your period of 
employment or volunteering with the organisation ends. 

 
If you are supplied with a laptop or mobile phone these are for business use only and no personal 
information or pictures should be stored on them. Unauthorised personal use may be treated as a 
disciplinary matter. Any laptop or mobile phone supplied is Craft4Smiles property and must be returned, 
with its charger, in good working order at any time upon request. 
 
3.3  Pension and Expenses Policy 

 
If you have a contract of employment with Craft4Smiles and are eligible, you will be auto-enrolled into a 
pension scheme in accordance with its legal obligations. Full details of the scheme will be given to you 
when you are enrolled. This will include the minimum level of contributions that you will be required to 
make during your membership and your right to opt out if you do not want to be a member of the scheme. 
While participating in the scheme, you agree to worker pension contributions being deducted from your 
salary. Craft4Smiles also contributes to your pension. Further details about the scheme can be obtained 
from the Directors.  

   
  Expenses e.g. mileage will be paid to both staff and volunteers at HMRC proved rates. 
 

3.4  Working Time and Time Off Policy 
 

Craft4Smiles aims to go beyond compliance with statutory employment legislation and to create an 
environment in which staff are respected and treated as individuals. The organisation wishes to 
demonstrate its confidence in the ability of employees to provide an efficient service and to manage their 
time without undue monitoring. In recognition of this and in order to encourage staff to maintain a positive 
work-life balance, flexible working, occasional working from home and special leave are available to staff 
whenever these can be accommodated without reducing the standard of the service offered to clients or 
other stakeholders. As we currently have no directly employed employees, no further detail is included re: 
hours. This section will be reviewed and developed when required.  

 
The general principles outlined in the paragraph above will be applied to volunteers. However, for the 
foreseeable future, we do not envisage that they will be volunteering with us for a significant number of 
hours per week. This policy will be adapted and updated to take account of circumstances as they arise 
e.g. if volunteers start to work a significant number of hours.    

 
3.5  Family Friendly Policy 

 
Craft4Smiles will comply with legislation and guidance on maternity, paternity and adoption leave. Staff 
work flexible hours and have the right to request a change to their hours/working pattern at any time. Full 
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policies will be developed and adopted in time and in advance of the employment of our first member of 
staff. However, as we have no paid employees currently, this policy will be reviewed and developed when 
required.  

 
3.6 Sickness and Absence Policy 

 
            Craft4Smiles will ensure that employee sickness and absence is managed in line with legal requirements 
            and good practice. The aim is to be sensitive and respond to the needs of the employee whilst also  
            meeting the needs of the business. In working with volunteers, the same principles will be applied.  
 

The full policy is still to be developed. See Appendix I.  
 

3.7  Home Working Policy 
 

Having adapted to the circumstances created by the Covid-19 pandemic, all Craft4Smiles activities – 
preparation and delivery of courses will be done at home. With the potential for a blurring of the 
boundaries between home and work, it is essential that a good work/life balance is maintained by 
employees and volunteers and the Directors are committed to supporting this.  

 
The full policy is at Appendix J.  
 
3.8  Lone Working Policy 

 
Craft4Smiles has a duty of care to staff and volunteers and is required by law and so far, as is reasonably 
practicable, to protect staff and volunteers from risks to their health and safety.  The overall responsibility 
for the health and safety of staff rests with the Board of Directors who will ensure that adequate policies 
and procedures are in place and will take all reasonable steps to ensure that risks are where possible, 
eliminated or reduced to an acceptable level. The operational responsibility rests with the Directors.  
Currently, there is no lone working. When required, policies and procedures that will ensure the safety of 
employees and volunteers will be developed.  

 
3.9  Supporting Performance and Addressing Capability Policy 

 
Craft4Smiles aims to help employees and volunteers to use their current capabilities and skills to the full 
and to develop to their full potential. Directors will provide support, supervision and training to employees 
to support this and have developed appropriate systems to support this. For volunteers these systems 
will be adapted to suit the needs of each volunteer according to their role and their aims and reasons for 
volunteering.  This policy covers the following: 

 
• Probationary period; 
• Supporting good performance;  
• Addressing capability.  

 
Probationary Period   

 
On joining the organisation, employees will serve an agreed amount of time as a probationary period. 
The timescale will be set out in the contract of employment. The areas to be covered through induction 
and initial objectives will be agreed at the beginning of the period. There is no probationary period for 
volunteers whether they are working towards becoming a tutor undertaking any other role. However, 
Directors will work with the volunteer to identify and review progress towards reaching goals. In both 
cases the detail of what has been agreed will be written down and a copy provided for the individual. The 
timescale for review and timing of sessions to provide support and monitor progress will be included.  

 
Trainee tutors will be deciding whether they want to work for us while they are training and, while 
supporting and helping you to develop, we will be assessing your ability to undertake this role as you 
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develop at your own pace. When both you and the Director working with you agree that you are ready to 
lead a group, and we need the additional capacity you offer, we will offer you a contract of employment 
with us. If, for some reason you do not move into a paid role with us, we will discuss the option of 
continuing as volunteer assistant to a tutor.  Depending on circumstances, it may be necessary to ask 
more experienced trainees to make room for new people who may also wish to train as tutors. In these 
circumstances, we will find a way to enable you to continue to participate in our crafting activities.  

 
If you are an employee and, for any reason, you do not reach the standards required during your 
probationary period, your employment may be terminated with the period of notice specified in your 
contract of employment or your probationary period may be extended by mutual agreement for up to a 
further 3 months. Either of these options will be fully discussed with you at the time and the reasons for 
our decisions explained to you. 
 
At the end of an employee’s probationary period, the Craft4Smiles appraisal system will be used to 
support performance. The appraisal system aims to ensure that key expectations and outcomes from the 
role are clear and that how the support and any training and development necessary will provided along 
with the timescales for that.  For volunteers, supervision and support based on the Craft4Smiles 
approach to appraisal will be provided.  
 
Supporting Performance and Addressing Capability 
 
Craft4Smiles places great importance on supporting and maintaining levels of performance to an 
acceptable standard and the capability procedure provides a fair and objective process to help to ensure 
that those standards are met. in every aspect of our operations. A section on capability has been 
developed to address situations where employees are ‘failing in a significant or persistent way to carry 
out their responsibilities or duties in a satisfactory manner, either due to a lack of ability, inadequate 
training or lack of experience’. 
 
The approach to addressing concerns about capability with volunteers is less formalised. However, the 
principles that underpin how employees discharge their responsibilities and how capability is addressed 
apply equally to volunteers. Where there is concern about the capability of a volunteer, the action taken 
and support given will be tailored to the intentions of the individual in taking on a volunteering role in the 
context of the needs of the organisation.  Discussion will include considering other roles that may match 
the individual’s objectives, experience and skills more closely.  
 
Full details of the procedure are at Appendix K. 
 
3.10 Disciplinary Policy 

 
This policy is designed to help and encourage all employees to achieve and maintain satisfactory 
standards of conduct, attendance and job performance. It applies to all employees and the aim is to 
ensure consistent and fair treatment for all. The document outlines Craft4 Smiles’ policy and commitment 
to operate a fair disciplinary procedure in relation to all its employees taking into account the 
recommendations of The Arbitration and Conciliation Advisory Service (ACAS). 

  
The intention is that potential disciplinary cases be dealt with at an early stage with a view to resolving 
problems as quickly as possible. The point at which disciplinary action is entered into, or the omission of 
any of the warning stages will depend entirely on the nature and seriousness of the offence. Thus, a 
series of minor offences or a repetition of one such offence may involve the entire warning process whilst 
a more serious offence may call for a final warning. Gross Misconduct will lead to instant dismissal. 

 
All managers and supervisors have a responsibility to maintain discipline. Confidentiality will be 
maintained and information will only be shared on a ‘need to know basis’. 

 
It is equally important that volunteers discharge their responsibilities appropriately and effectively. The 
approach to addressing concerns about the way volunteers deliver is less formalised. However, the 
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principles behind the standards that underpin employee conduct, attendance and performance apply 
equally to volunteers. Where a volunteer is thought to have or is clearly identified as having breached 
these requirements, the principles that apply to employees will be applied and the procedures will be 
followed in spirit but not to the letter.  

 
The full policy can be found at Appendix L. 

 
3.11 Grievance Policy 

 
Craft4Smiles recognises that employees may have problems and concerns about their work, working 
environment or working relationships that they wish to raise and have addressed. A policy and procedure 
to provide a way for issues to be dealt with fairly and quickly and at the lowest level possible within the 
organisation is in place. The intention is to resolve issues quickly and informally, but the procedure also 
covers situations where a more formal approach is needed. No action will be taken against any employee 
for raising a grievance.  

 
Where possible, and appropriate, grievances will be dealt with informally in discussion with the 
employee’s line manager. This can often lead to the speedy resolution of problems. If a grievance cannot 
be settled informally this procedure is intended to ensure that any grievance is settled fairly, consistently 
and in a timely manner. Each member of staff has a right to seek redress for a grievance about any area 
of their employment. No action will be taken against an employee for bringing a grievance. However, 
disciplinary action will be taken against vexatious grievances raised. This procedure is a statement of 
Carft4Smiles’ policy and commitment to operate a fair grievance procedure in relation to all its employees 
taking into account the recommendations of the Arbitration and Conciliation Advisory Service (ACAS). 

 
Craft4Smiles has established a procedure that aims to ensure the fair and equitable handling and 
settlement of issues. The aim of the procedure is to settle a grievance as near to the point of origin and 
as informally as possible. The procedure can be equally applied to a group of employees who share a 
grievance. It is the intention that all concerned will use their best endeavours to ensure that the spirit and 
intention of the procedure is honoured at all times. It is imperative that at all times matters relating to the 
grievance are kept confidential by both parties at all times. 

 
The full policy is at Appendix M.  
 
3.12 Gifts Policy 

 
From time to time, individual staff and volunteers may be offered gifts in acknowledgement of the help 
and care they have offered. These can be accepted but the Directors must be informed. The Directors 
will consider the circumstances and, in most cases will allow the individual to keep the gift. However, if 
they deem that the gift has been given in a disingenuous way e.g. to secure favour from the individual or 
organisation, they will discuss and explain the reasons with the individual concerned and request that 
they politely return the gift. The Directors reserve the right to insist that this is done.   
 
4. WEBSITE AND SELLING  
 
4.1 Introduction  
 
Craft4Smiles has responsibilities towards those accessing its website, online shop and purchasing 
through other outlets e.g. craft fairs and events. The key policies related to this are included in this 
section. Where they relate to the website and online shop, they are presented as they appear on the 
website.  
 
Employees and volunteers must ensure that they become familiar with these. The timescale for 
acquisition of this knowledge will be discussed with the individual and included in their objectives and 
reviewed as agreed.  
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4.2  Product Safety Policy 
 

           All consumer products are covered by the General Safety Products Regulations 2005.  However,  
many types of product are covered by specific safety laws. Where there is crossover, specific laws 
normally take precedence.  The items that are made by Craft4Smiles do not fall within the categories that 
are subject to the regulations that enforce the European Union directives or the specific safety laws as 
listed in the Product Safety regulations 2019, updated April 2020. https://www.gov.uk/guidance/product-
safety-for-businesses-a-to-z-of-industry-guidance#introduction-general-product-safety-law  
 
Toys are products designed or intended (whether or not exclusively) for use in play by children under 14 
years old. Craft4Smiles does not make or sell toys. Therefore the regulations relating to toys do not 
apply.   
https://www.gov.uk/guidance/toy-manufacturers-and-their-responsibilities Accessed: 28.06.20 18:15 

 

4.3 Website/Online Shop: Terms of Service  
 

The full policy is at Appendix N.  
 
 
4.4 Website: Data Security and Protection 
 
The full policy is at Appendix O.  
 
 
4.5 Online Shop: Shipping Policy  
 
The full policy is at Appendix P.   
 
 
4.6 Online Shop: Returns Policy 
 
The full policy is at Appendix Q.   

 

4.7 Selling at Fairs and Events 
 

     The full policy is at Appendix R.  

 
5. Organisation 

 
5.1 Introduction  

       
Craft4Smiles is a Community Interest Company (C.I.C.) Community Interest Companies are limited 
companies which operate to provide a benefit to the community they serve and must pass the community 
benefit test i.e. a reasonable person might consider that the organisation’s activities are carried on to 
benefit of the community. A C.I.C.  cannot be used solely for the financial advantage of a group of 
people, for political purposes, or for the benefit of the employees, directors or members of a single 
organisation. The separate legal identity means that a C.I.C. will continue to exist despite changes in 
ownership or management.  
 
C.I.C.s are not strictly 'not for profit' and can, and do, deliver returns to investors if they are set up with 
shares. In this, they differ from charities. However, Craft4Smiles has not been set up with shares.  The 
separate legal identity means that a C.I.C. will continue to exist despite changes in ownership or 

https://www.gov.uk/guidance/product-safety-for-businesses-a-to-z-of-industry-guidance#introduction-general-product-safety-law
https://www.gov.uk/guidance/product-safety-for-businesses-a-to-z-of-industry-guidance#introduction-general-product-safety-law
https://www.gov.uk/guidance/toy-manufacturers-and-their-responsibilities
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management. If a C.I.C. is dissolved, any assets remaining once all debts are paid must be transferred to 
another asset locked body.  
 
The directors constitute the Board of the company and can be paid. In this, again, they differ from 
charities where members of the Board of Trustees cannot be paid. Directors have the same rights and 
responsibilities as directors of other companies. The members of a C.I.C. have the same governance and 
decision-making role as in any other company, but they and the directors are under a stronger obligation 
to have regard to the wider community which the company serves and to involve stakeholders in its 
activities than might otherwise be the case.  

 
The Craft4Smiles constitution and the responsibilities of Directors are clearly laid out in the Articles of  
Association and the Memorandum of Association (see 5.2 below). By 1 November 2020, this section of 
the Handbook will be developed to reflect how we currently enact these.  Our newsletters and the notes 
of the monthly meetings with participants in our craft groups which are published on our website contain 
this information currently. In particular, they show the Directors’ commitment to transparency in decision 
making and the involvement of participants in both the crafting activities offered and the running of the 
organisation.  

 
5.2  Constitution 

 
Craft4Smiles is governed by the Articles of Association included at Appendix S.  
 
5.3 Directors’ Responsibilities 
 
To follow: see 5.1.  

 
5.4 How the Board of Directors Works  
 
To follow: see 5.1.  
 
5.5 Involving Participants, Volunteers, Employees and External Stakeholders  

 
           To follow: see 5.1. 
 

5.6 Environmental Policy  
 
Craft4Smiles takes its responsibilities towards the environment seriously. This policy is under 
development.  
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APPENDIX A: BULLYING AND HARRASSMENT POLICY  
 

1. Introduction  
 

Craft4Smiles aims to encourage a climate in which the dignity and rights of each employee and volunteer 
are recognised and protected and to make it clear to participants, volunteers, employees that neither 
bullying nor harassment, on any grounds will be tolerated. However, if an incident does occur, the 
procedure detailed below enables the issue to be tackled effectively, sensitively, confidentially and in a 
timely manner. Anyone raising or involved in a complaint will be protected from victimisation. 

 
Definitions  

 
Bullying and harassment means any unwanted behaviour that makes someone feel intimidated, 
degraded, humiliated or offended. It is not necessarily always obvious or apparent to others and may 
happen in the workplace without an employer's awareness. Employees and volunteers are encouraged 
to deal with instances of bullying and harassment informally, where this does not resolve the situation, 
the formal procedure set out below should be followed. 

 
People can be subject to bullying and harassment on a wide variety of grounds including, but not limited 
to each of the protected characteristics listed under 1.2 above.  

 
Bullying and harassment can take many forms, occur on a variety of grounds and may be directed at an 
individual or a group of individuals. 

 
It is the perception of the victim(s) or witness(es) that is the most important factor in determining what 
constitutes bullying and harassment rather than the intention of the perpetrator. 

 
Forms of Harassment  

 
Forms of harassment may include, but are not limited to: 

 
• Unwarranted physical contact; 
• Unwarranted verbal conduct; 
• Unwarranted nonverbal conduct; 
• Patronising behaviour not used with others; 
• Bullying, including persistent criticism and personal abuse which humiliates or  
            demeans and the use of intimidating or threatening behaviour; 
• Isolation, exclusion or non-co-operation; 
• Coercion ranging from pressure for sexual favours to pressure to participate in political or 
            religious groups; 
• Intrusion by pestering, spying, following, etc. 

 
Harassment is not only inappropriate behaviour at work, but may also be unlawful. Incidents of sexual, 
racial or disability harassment may constitute offences under criminal law and therefore be reported to 
the police. Harassment may be deliberate or unintentional on the perpetrator’s part. 

 
2. Responsibilities 

 
Everyone is responsible for ensuring that the working environment is free from bullying and harassment. 
The Directors are ultimately responsible for this, and will address any complaint about bullying or 
harassment seriously, promptly and confidentially. They will be responsive and supportive to any member 
of staff who complains of bullying or harassment, provide clear advice on the procedure to be followed 
and maintain confidentiality in so far as is legitimately possible. If an investigation is undertaken, the 
relevant manager will monitor the situation afterwards to ensure the situation is resolved and there is no 
victimization of the complainant. Employees should treat one another with dignity and respect and 
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discourage bullying and harassment by making it clear that they find such behaviour unacceptable and 
by supporting colleagues who suffer such treatment. 
 
3. Procedure for dealing with complaints 

 
The procedure for dealing with complaints of bullying or harassment is set out below. It is intended to 
enable complaints to be dealt with sensitively and quickly. Most recipients of such behaviours simply 
want it to stop. The same process will be applied whether the complainant or the alleged perpetrator is an 
employee or a volunteer with the Disciplinary process applied as indicated by the role.  
 
If an individual is concerned because they feel that they are being bullied and/harassed, they should tell 
one of the Directors. In case it is necessary to move to formal process, the Director will not share the 
details of the concern with anyone, including another Director, as another Director may be required to 
investigate the matter if a formal process is necessary.   
 
In the first instance, employees and volunteers are encouraged to make an informal complaint and 
attempts will be made to resolve the matter informally unless this is felt by either the complainant or the 
Directors to be inappropriate. In some cases, it may be sufficient for the member of staff to explain clearly 
to the perpetrator that the behaviour in question is not welcome, that it offends them, makes them 
uncomfortable or interferes with their work. If a personal approach of this nature is too difficult, this 
request be put in writing to the individual concerned. If the problem isn’t solved informally, the opportunity 
for mediation by a third party who has not been closely involved in the situation may be offered to the 
parties concerned. Where the informal procedure has achieved the desired result, the employee or 
volunteer is encouraged to keep their own personal note of the matter with dates and details of incidents 
in case of any recurrence of the problem. A record of the concerns, the process used to resolve the 
situation and the outcome will be kept by the Directors.  
 
If the matter is not resolved informally, a formal process will be initiated starting with an investigation. The 
purpose of the investigation is to establish the full facts of any incident/s; this will necessitate meeting 
with each of the parties separately and with any witnesses. The Investigating Officer should not be 
connected with the allegation in any way. The investigation should be completed within a maximum of 
two working weeks. The Investigating Officer should not have been involved during the informal 
resolution process. 
 
Craft4Smiles maintains the right to suspend employees as part of this process to ensure that both the 
complainant and the alleged harasser are protected. This decision will be made by two Directors so that 
the third can investigate the matter.  
 
During investigatory meetings the following must be adhered to: 

 
• The complainant, the alleged perpetrator and witnesses have the right to be   
            accompanied by a Trade Union representative or work colleague (not acting in a legal  
            capacity) to support them;  
• The alleged perpetrator will be given full details of the nature of the complaint prior to  
            the meeting taking place and then be given the opportunity to respond; 
• Strict confidentiality will be maintained throughout the investigation; 
• Where it is necessary to interview third parties, the importance of confidentiality and  
            the integrity of the process will be emphasised; 
• The investigation must focus on the facts of the complaint and a complete record of all  
            meetings will be kept. Any records may form part of a disciplinary proceeding, following  
            the investigation, otherwise, the records will be stored by the Directors; 
• If an employee requests and is given the opportunity of an alternative date and/or time  
            to attend an investigation meeting, yet fails to attend the second appointment without  
            providing an acceptable explanation, then the Investigating Officer will proceed with  
            his/her investigation in their absence. 
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Once the investigation has been completed, the Investigating Officer will write an Investigation Report 
who, in liaison with the other Directors, will determine what the appropriate course of action will be if the 
claim is upheld, then it may be treated as misconduct or action may be taken through the Disciplinary 
Procedure – this process would have access to any documentation from the 
investigation. A review meeting should take place after three months to ensure that the agreed changes 
have taken effect. 
 
If the complainant is of the view that their complaint has not been dealt with properly they may raise an 
appeal, formally in writing, within 7 working days of the outcome of the investigation, stating the reasons 
for their appeal. 
 
Disciplinary action, which could include dismissal, may be taken against employees found to have: 
 

• Harassed others for bringing a complaint of harassment in good faith or; 
• Made vexatious or malicious complaints of harassment by another employee. 

 
4. Third Party Harassment 

 
Craft4Smiles C.I.C. has a zero tolerance towards any form of bullying or harassment, towards its 
employees including harassment or bullying from Third Parties. 
 
If an employee or volunteer feels they are being harassed or bullied by a Third Party in connection with 
their Craft4Smiles activities, they should raise the matter with the Directors. The Directors should be 
alerted to the complaint so that support can be given to the employee and the matter investigated 
appropriately. 
 
The outcome of the investigation could include, police involvement, remedial training or the report of a 
formal complaint to the Third Party’s employer or organisation. Where the alleged bullying or harassment  
is perpetrated by a participant in Craft4Smiles activities, the Directors have the option to deal with the 
matter in the last resort by refusing that person a service. 
 
  
APPENDIX B: DRUGS AND ALCOHOL AND SMOKING POLICY  
 
1. Introduction   

 
Craft4Smiles is committed to safeguarding the health, safety and welfare of its employees, volunteers 
and clients. The aim of this policy is to reduce, if not eliminate, the risk of injuries or incidents occurring 
due to individuals suffering from the effects of alcohol or substance abuse. This policy applies to all 
employees and volunteers and all persons under Craft4Smiles’ control accessing our services or carrying 
out a work-related activity. 

 
Craft4Smiles will take all reasonable steps to prevent employees, volunteers and contractors carrying out 
work-related activities if they are considered to be unfit or unsafe to undertake the work as a result of 
alcohol consumption or substance abuse. Where there is a justified and reasonable belief that an 
employee or volunteer is in possession of drugs3 or alcohol at work then Craft4Smiles may request their 
permission to search their belongings. 

 
An employee who behaves irresponsibly outside of working hours may be subject to disciplinary action 
should Craft4Smiles believe it has been brought into disrepute. Irresponsible behaviour includes, but is 
not limited to, fighting, drink driving, and the possession and supply of illegal drugs. The Directors will 

 
3 Drugs - controlled and prescription drugs, illegal and designer drugs, legal or illegal substances and/or other 
substances such as solvents i.e. substances that affect the way the body functions physically, emotionally or 
mentally 
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address any irresponsible behaviour of volunteers in settings beyond the boundaries of their relationship 
with Craft4Smiles on a case by case basis 

 
2. Drugs  

 
No employee, volunteer or other persons under the organisation’s control shall, in connection with any 
work-related or volunteering activity: 

 
• Report, or endeavour to report for duty having used drugs or substances likely to render them 

unfit and/or unsafe for work; 
• Use or be under the influence of drugs while working or volunteering for the organisation;   
• Attempt to sell or give drugs to any other employee, volunteer or other person while 

discharging the responsibilities required of them as part of their contract of employment or 
volunteering role.  

 
If any such incidents take place while an employee is at work, these will be investigated and may lead to 
disciplinary action up to and including summary dismissal for an employee and, for a volunteer, may lead 
to termination of their relationship with the organisation.  

 
It is a criminal offence to be in possession of, use or distribute an illicit substance. Craft4Smiles may 
consider it necessary to involve the Police if possession, use of distribution is suspected. 

 
Employees and volunteers must inform the Directors of any prescribed medication that may have an 
effect on their ability to carry out their work safely,and must follow any instructions subsequently given.  

 
3. Alcohol 

 
No employee, volunteer or other persons under the organisation’s control shall, in connection with any 
work-related or volunteering activity: 

 
• Report, or endeavour to report, for duty having consumed alcohol likely to render them unfit 

and/or unsafe for work; 
• Consume or be under the influence of alcohol while on duty, unless the Directors have given 

explicit consent for a specific social event; 
• Attempt to sell or give alcohol to any other employee, volunteer or other person while 

discharging the responsibilities required of them as part of their contract of employment or 
volunteering for the organisation.  

 
If any such incidents take place while an employee is at work, these will be investigated and may lead to 
disciplinary action up to and including summary dismissal for an employee and, for a volunteer, may lead 
to termination of their relationship with the organisation.  

 
3. Smoking 

 
It is illegal to smoke in public places, staff are permitted to smoke in designated smoking areas.  Staff are  
not permitted to smoke whilst working with participants in Craft4Smiles activities.  
 
5. Drugs and/or Alcohol Dependency  
  
Any employee or volunteer who may believe or suspect that they may have an alcohol or drug                    
dependency problem is encouraged to discuss the matter with the Directors in confidence. Support, 
including, as appropriate, referral for advice, medical treatment, counselling and time off will be offered. 
 
Any employee or volunteer who notices obvious signs of alcohol or drug abuse in a colleague should report 
his/her observations and/or suspicions in confidence to the Directors.  
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In the event that an employee or volunteer does not accept that he/she has a problem with alcohol  
or drugs misuse4, refuses the offer of medical assistance or refuses to follow/withdraws from the  
agreed medical treatment/counselling and attend work whilst under the influence of drugs or alcohol, 
then, Craft4Smiles will have no choice but to treat the matter as gross misconduct with subsequent 
disciplinary action likely to result in dismissal for an employee or termination of the relationship with the 
organisation for the volunteer. 
 
6. Testing for Drugs and/or Alcohol 
 
Craft4Smiles has a policy of with-cause testing for employees. Therefore, an alcohol/drugs test may be 
carried out in cases  where the employee has had any involvement in a workplace accident or in any 
incident that has caused or could have caused a danger to health and safety. Testing may also be 
carried out where the Directors have grounds to believe or suspect that an employee is under the 
influence of drugs or alcohol. This policy will be applied on a case by case basis to volunteers according 
to the circumstances and/or their role within the organisation. If a decision to test is made, employees 
and volunteers will be required to give their express consent before a test is carried out. In the event of a 
refusal to sign the consent form, the Directors will determine whether an individual is judged to be under 
the influence of alcohol or other substance. 

 
Alcohol and drugs testing will be carried out only by qualified and competent individuals, who will use 
accepted and reliable methods and ensure that tests are carried out with the least intrusion into an 
employee’s privacy. All possible measures will be put in place to ensure confidentiality of test results, and 
checks will take place to avoid any false results.  
 
Employees or volunteers who are tested have the right to be informed of their test result. If deemed 
necessary the positive (non-negative) test result may be further subject to a Medical Review Process. 
Details of that process will be communicated and explained. If a with-cause alcohol/drugs test proves 
positive (non-negative), an employee will be invited to attend an interview with a senior manager. The 
employee will have the right to be accompanied by a colleague or trade union official at this interview. 
The outcome of the interview will depend on the circumstances but could include: 
 

• An offer to support the employee in a programme of medical treatment, rehabilitation 
                or counselling, where the employee accepts that he/she has a problem with alcohol          
                or drugs misuse and is willing to cooperate with the employer in the provision of such 
                support. This may include the agreed suspension of employment without pay for a set  
                period of time. 
• A written disciplinary warning, where there are no safety issues involved and  
                circumstances are not too serious, in which case the employee will be tested again  
                after three and six months respectively; 
• Dismissal, where the effects of the employee’s alcohol or drug taking are or could be  
                serious, for example if the employee works in a safety-critical job and his/her use of  
                alcohol or drugs could affect performance, or where a previous alcohol/drugs test  
                within the past two years has produced a positive (non-negative) result. 
 

If a with-cause alcohol/drugs test for a volunteer proves positive (non-negative), he/she will be invited to 
discuss this with a Director. The volunteer will have the right to be accompanied by a friend. The outcome 
of the interview will depend on the circumstances, but it is likely that the Directors will terminate the 
volunteer’s relationship with Craft4Smiles. However, if the volunteer is receptive to initial advice and 
support, possible courses of action that may assist the volunteer in addressing their drug or alcohol 
problem will be made. This could include: 
 

• Making an appointment to discuss the problem with the volunteer’s GP; 
• Advice about services available to support people with drug and alcohol problems.   

                                    

 
4 Misuse is defined as any use that harms social or physical functioning 
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On a case by case basis, the Directors will consider and discuss the possibility of a return to a   
volunteering role with Craft4Smiles with the volunteer. The circumstances and expectations for this return 
will be agreed and summarised in a letter, a copy of which will be given to the individual who will be 
asked to sign to say they have received it.  If it is not possible to give the letter to the individual in person, 
a second copy will be sent to their home address. This letter will be marked ‘Confidential, addressee only’ 
and will be sent special delivery so that it has to be signed for by the intended recipient.  
 
 
APPENDIX C: WHISTLEBLOWING POLICY  

 
1.  Introduction 

 
Craft4Smiles believes that an important aspect of accountability and transparency is a mechanism that 
allows employees and volunteers to internally disclose information that shows serious malpractice or 
wrongdoing within the organisation without fear of reprisal. The whistleblowing policy is designed to 
enable employees and volunteers to raise concerns internally and at an appropriate level and to disclose 
information that they believe shows malpractice or impropriety. These concerns could include financial 
malpractice or fraud, criminal activity, and dangers to Health and Safety or the environment. 
 
The Public Interest Disclosure Act 1998 (commonly referred to as Whistleblowing) was introduced  
to protect employees who disclosed information about dangerous, unethical or criminal behaviour, from 
being dismissed or subjected to detrimental behaviour by their employer as a result of such a disclosure.  
Whistleblowing is revealing information based on knowledge, which calls attention to fraud, negligence,  
abuses or danger that affects individuals. A ‘whistle-blower’ is someone who comes to a decision to  
express concern after a great deal of thought. The legislation requires the whistle-blower to have a 
genuine concern and therefore is not expected to produce irrefutable evidence in support of their claim. 

 
Craft4Smiles is committed to encouraging a climate of openness in the organisation and creating a  
positive environment in which employees can raise their concerns without fear of reprisal. It is also  
committed to eradicating any fraud, irregularity or malpractice which may arise within the organisation.  Any 
reports of such activities will be taken seriously and investigated. Any employee who witnesses such 
activities and who decides to raise their concerns will receive the full protection of the legislation of this 
policy. 

 
The policy addresses the following areas: 
 

• What disclosures are covered by the Act? 
• Making a disclosure. 
• What will happen when a disclosure has been made. 

 
2. Disclosures that are Covered by the Act 

 
Disclosures covered by the Act (referred to as qualifying disclosures) are those which, in the reasonable 
belief of the employee, show one or more of the following: 

 
• That a criminal offence has been, or is likely to be committed; 
• That a person has, is, or is likely to fail to comply with a legal obligation; 
• That a miscarriage of justice has, is, or is likely to occur; 
• That the health and safety of an individual has, is or is likely to be endangered; 
• That the environment has, is, or is likely to be damaged; 
• That information relating to the above examples of illegal and unethical behaviour has been, is, 

or is likely to be deliberatively concealed. 
 

To be covered by the Act, the employee must make a qualifying disclosure and must demonstrate a 
reasonable belief that the allegations are substantially true and not make the disclosure for personal gain 
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i.e. the disclosure will only be protected if ‘made in the public interest’ (in the reasonable belief of the 
worker). 
 
Craft4Smiles requires employees to inform the Directors of any breach of policy and procedure. To do 
this is not ‘whistle-blowing’ unless there has been some serious failing of the type listed above. 

 
3. Making a Disclosure  

 
Whistle-blowing is appropriate when the matter appears serious or when it is very difficult to raise through 
normal systems or when a member of staff has done so and no action has been taken. An employee 
should make their disclosure to a Director. Wherever possible, the disclosure should be in writing.  
 
It is possible for an employee to make a disclosure anonymously but it would be preferable to 
Craft4Smiles if the employee were willing to give their personal details so they may be contacted in the 
event that further information is required. 

 
4.  What will Happen when a Disclosure is Made?  

 
Information received will be treated very seriously by Craft4Smiles and in the strictest confidence. An 
employee who makes a disclosure will be interviewed to obtain all the required information and to clarify 
any facts where necessary. Typically this interview will be conducted by the Director to whom the 
disclosure was made, unless they are connected with the disclosure in some way. The matter will be 
discussed by the Directors who will agree how the issue should be investigated and who is the most 
appropriate person to undertake the investigation. The period over which any investigation will take place 
will be dependent on the nature of the disclosure. 
 
During the investigation, all employees involved are expected to respect the need for confidentiality and 
failure to do so will be considered a disciplinary offence. Following the investigation, Craft4Smiles will 
consider the action to be taken. Action taken will be appropriate to the circumstances and may include 
disciplinary action against the person alleged to have performed malpractice. It would also mean that 
Craft4Smiles may decide to report the matter to a third party such as the police authority or an 
appropriate public authority. If required, the employee who made the disclosure will be advised of the 
progress of any investigation together with the final resolution and outcome taking into consideration the 
need for confidentiality. 
 
Craft4Smiles will use its best endeavours to protect an employee, who makes a disclosure, from 
discrimination or victimisation. Any victimisation or discrimination against an employee making a 
protected disclosure will be considered a disciplinary offence with sanctions up to and including 
dismissal. An employee who feels they are being subjected to this behaviour must inform a Director 
immediately. Instances where an employee discloses confidential information to a third party 
unconnected to Craft4Smiles, e.g. the media, without having first followed steps outlined in this policy, 
will be investigated by Craft4Smiles. Employees who are unable to provide a satisfactory reason to 
Craft4Smiles for disclosing information to the third party may be subject to disciplinary action in 
accordance with the Disciplinary procedure. It should be noted that Craft4Smiles will take disciplinary 
action against any employee found to have made malicious or vexatious allegations and disclosures they 
know to be untrue. 
 
Any employee or volunteer, who is not satisfied with the way in which their disclosure has been dealt 
with, should raise the issue in accordance with the Grievance procedure.  

 
 

APPENDIX D: HEALTH AND SAFETY AT WORK POLICY 
 

1. Introduction  
 

Craft4Smiles is committed to ensuring the health and safety of its employees, volunteers, participants in 
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its activities and any other third parties. It is everyone’s responsibility to identify a health and safety hazard 
or issue, correct it, and make it safe or report it immediately.  
 
Craft4Smiles is committed to ensuring the health and safety of employees and volunteers. This policy 
details how Craft4Smiles manages its responsibilities in relation to health and safety effectively. Good 
management requires compliance with the Health and Safety at Work Act,1974, and its subsequent 
regulations and revisions. The actions required include:   

 
• Controlling of health and safety risks at work; 
• Involving employees and volunteers in general and on health and safety issues  
            that affect them; 
• Making sure that where employees and volunteers work, and any equipment they  
            use, is safe; 
• Making sure employees, especially those new to the organisation, have  
            relevant information and training on health and safety; 
• Trying to stop accidents and work-related health problems; 
• Regularly checking that working conditions are safe and healthy; 
• Regularly reviewing this policy and making changes if necessary. 

 
 Craft4Smiles is also responsible for the health and safety of those working or volunteering at home.  
 The organisation is therefore committed to doing everything possible to assure the health and safety of  
 employees and volunteers wherever they are working. Equally, homeworkers have the same health and  
 safety duties as others. Employees and volunteers are therefore required to take reasonable care of  
 their own health and safety while working at home and should comply with the Craft4Smiles Health and   
 Safety at Work Policy and follow all health and safety instructions issued.   

 
  In all circumstances, employees and volunteers should not give participants and other contacts or  
  other third parties their personal mobile number, home address or home phone number. 
The Director responsible for organisation and governance is the ‘responsible person’ for healthy and safety 
and will ensure that an annual assessment of risk is carried out.   A risk assessment should be completed 
for any new activities that staff and volunteers engage in as part of their work using the appropriate 
template.  The risk register will be updated with any newly identified risks as necessary.   

 
2. Responsibility for and Controlling Health and Safety 
                   
Overall responsibility for Health and Safety belongs to the Directors. The Board of Directors is 
responsible for ensuring the health, safety and wellbeing of employees. The Director responsible for  
crafting operations will take the lead on for controlling health and safety risks undertaking health and 
safety risk assessments every 3 months or sooner where there is a significant change in the setting 
and/or activities.  
 
Employees and volunteers are responsible for taking care of their own health and safety and should look 
for potential risks and take action to assess and minimise them. Therefore any concerns, incidents or 
accidents must be reported to the Director responsible for crafting operations as soon as is practicable 
after the risk is identified. A record of all reported incidents and the action taken to address them once 
assessed will be kept.  Advice on carrying out risk assessments is at No.4 below.  
 
The results of any risk assessment will be shared with the Directors for discussion and approval of any 
action needed to manage any risks identified. The Director responsible for crafting operations will 
engage and consult with the employees and volunteers concerned or who may be the affected as  
necessary during the decision-making process and will ensure that all staff members and volunteers  
are notified of significant issues identified/decisions taken, and will record the outcomes of the  
discussion and action taken to implement any recommendations for improvement. Any accident or  
work related absence arising from a health and safety matter will be investigated by the Director  
responsible for crafting operations to see if steps can be taken to stop the same problem happening  



 

32 
 
 
 

 again. 
 
The Director responsible for crafting operations is responsible for making sure that equipment  
provided by Craft4Smiles for use by employees and volunteers is properly maintained. Portable  
electrical equipment is subject to PAT certification every year. The Director responsible for crafting 
operations is responsible for ensuring that, where portable electrical equipment has been provided to 
employees and volunteers to undertake duties as part of their roles with Craft4Smiles, it is tested 
annually. Portable electrical equipment used in craft groups will also be tested annually.   
                   
Using and storing dangerous substances. All products used in crafting are widely available for the 
general public to buy. Therefore no substances are subject to COSHH. Training in the safe use an 
storage of materials and equipment is provided as part of the crafting activities. However, employees and 
volunteers must ensure that they read and are familiar with the information provided on the labels of each 
product they use to ensure safe use and storage. Craft4Smiles does not take responsibility for failure to 
follow the information, instructions and guidelines on the labelling.  
 
Craft4Smiles retains the right to check all homeworking areas for health and safety purposes, including 
risk assessments to consider, for example, work equipment; display screen equipment; first aid access.  
 
3. Training and Induction 
 
General health and safety induction and any job specific health and safety training is provided for all  
employees. Health and Safety advice is available from the Director responsible for crafting operations. 
Anyone using office and crafting equipment for the first time will be shown how to use it safely and will be 
supervised by a Director until they are confident that the individual is competent to use it safely. If an 
employee or volunteer has a health or safety concern related to the equipment or materials that they are 
using, they have a responsibility to inform a Director as soon as is practicable so that the risk can be 
assessed and appropriate action taken to reduce or eliminate the risk.  

                  
4. Risk Assessments  

             
A risk assessment is defined by the Health and Safety executive (HSE) as: “a careful examination of  
what, in your work, could cause harm to people…. the aim is to make sure that no one gets hurt or  
becomes ill”. Craft4Smiles will work with employees, volunteers and participants in its operation to 
assess health and safety risks annually. It is the responsibility of the Board of Directors to ensure that this 
requirement is met.  
 
The Director for crafting operations is responsible for undertaking the risk assessment. If a new risk is 
identified, or the outcome of a risk assessment is felt to be incorrect, the Director responsible for 
organisation and governance should be informed. The table below will be used to record all Craft4Smiles 
health and safety risk assessments.  
 

Craft4Smiles C.I.C. Health and Safety Risk Assessment Form 
No.  Date 

Risk 
Ident
ified  

Who 
Identifi
ed the 
Risk 

Activity/ 
Area of 
Concern 

Loca
tion 

Date 
Risk 
Asse
ssed  

Who 
Asses
sed 
the 
Risk 

Sum
mary 
of 
Findi
ngs  

Action 
to be 
Taken 

Date 
Action 
Compl
eted  

Date 
Revi
ewed 

Who 
Revie
wed 

Revie
w 
Outco
me 

             
             

 
The Director will work employees and volunteers to assess, record and address the new risk as follows:   
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Step One: Identify the hazards: Record anything that could be hazardous, not just things that are  
currently obviously dangerous, but anything with a potential risk. Consider invisible hazards e.g.  
stress, physical assault or fumes. Finally consider whether things that might not normally be  
hazardous could present a risk to specific people – e.g. pregnant women, disabled workers. 
 
Step Two: Identify who is at risk: Identify what the specific risk is, and who is particularly at risk. Some 
people will be more at risk from a particular hazard than others e.g. a computer user will be more at risk 
of suffering Repetitive, Strain Injury (RSI), a cleaner may have specific risks related to chemical cleaning 
agents etc. There may be particular risks associated with working alone or being 
 disabled.  
 
Step Three: Evaluate the risks and decide on precautions: Think about what can be done to  
remove the risk. Compare what is currently done with what is accepted as good practice - it may be  
necessary to seek expert advice in some cases. The main purpose of a risk assessment is to be  
aware of the risks, so that action can be taken to eliminate or at least reduce the risks e.g. if an  
electrical wire is exposed you could replace it or cover it with insulating tape.  
 
Step Four: Implement the findings: Ensure that everyone who needs to know the outcome of the 
review and actions to be taken.  
 
Step Five: Assessment review: Few workplaces remain the same. The assessment must be reviewed 
if there are major changes to equipment used or the way of working.  

 
 

APPENDIX E: SAFEGUARDING ADULTS POLICY  
 

1. Introduction  
 

The aim of all agencies and individuals working in social and health care should be to safeguard people 
from abuse and to ensure that people who have been abused receive support and protection from further 
abuse. Craft4Smiles’ staff and volunteers work closely with people aged 18 years who may be 
vulnerable. The organisation aims to ensure that those accessing its activities, its volunteers and 
employees are kept safe from harm. If, on any occasion, children and young people are involved in our 
activities, they are always accompanied by a responsible adult.  
 
The purpose of this policy is to provide guidance and direction to employees and volunteers of 
Craft4Smiles and encourages the awareness of an independent person’s ethical and moral responsibility 
for the consideration and care of all people. It aims to ensure compliance with current legislation; the 
advice and guidance of the Cambridgeshire & Peterborough Safeguarding Adults Board (the Board). The 
policy is modelled on the Board’s Guidelines for a sizeable voluntary sector organisation with paid staff 
and regular contact with adults at risk. To meet the requirements of good practice for organisations 
working with adults at risk from harm and to encourage the awareness of an independent person’s ethical 
and moral responsibility for the consideration and care of all people 
 
The Co-Founder/Directors are responsible for this guidance and procedure and will actively promote the 
welfare of all adults at risk. They will: 

 
• Ensure that the welfare of adults at risk is given the highest priority by the  
            organisation, its management and employees/volunteers; 
• Promote good practice and ensure that staff and volunteers are able to work  

             with adults at risk with confidence; 
• Act as the main contact for sharing information around Adult Safeguarding       
               concern; 
• Ensure that the concerns of Adults at risk are heard and acted upon; 
• Be responsible for ensuring concerns are reported to appropriate authorities; 
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• Ensure training is provided for all staff/volunteers, and remain up to date with  
            current practice and legislation; 
• Ensure all staff/volunteers service users and families have access to further  
            appropriate information;  
• Ensure action taken promotes the wellbeing of the adult at risk. 

 
Safeguarding means protecting an adult’s right to live in safety, free from abuse and neglect. It is about 
people and organisations working together to prevent and stop both the risk and experience of abuse or 
neglect, whilst at the same time making sure that the adult’s wellbeing is promoted, including, where 
appropriate, having regard to their views, wishes, feelings and beliefs in deciding on any action. 

 
Adult safeguarding duties apply to an adult who: 

 
• Has needs which require care and support; and/or 
• Is experiencing, or at risk of, abuse and neglect; and/or 
• As a result of their care and support needs, is unable to protect themselves 
            from the risk or experience of abuse and neglect. 

 
The policy guidance and procedures below set out the steps to be taken when abuse is disclosed, 
identified, suspected or alleged. The accompanying practice guidance provides valuable help in defining 
abuse, recognising and understanding how abuse can occur, reducing the risk of abuse happening and 
considering and ensuring the wellbeing of the adult at risk. Craft4Smiles has committed to following the 
advice of  
 
The Care Act (2014) defines safeguarding as "protecting an adult’s right to live in safety, free from abuse 
and neglect." It is about people and organisation s working together to prevent and stop both the risks 
and experience of abuse or neglect, while at the same time making sure that the adult’s wellbeing is 
promoted including, where appropriate, having regard to their views, wishes, feelings and beliefs in 
deciding on any action. This must recognize that adults sometimes have complex interpersonal 
relationships and may be ambivalent, unclear or unrealistic about their personal circumstances. 
 
Adult safeguarding duties apply to an adult who: 
 

• Has needs for care and support (whether or not the local authority is meeting any of those  
     needs) and is experiencing, or at risk of, abuse and neglect; and, 
• As a result of their care and support needs, is less able to protect themselves from the  
    risk or experience of abuse and neglect. 

 
This adult safeguarding policy and associated flow chart set out the steps to be taken when abuse is 
disclosed, identified, suspected or alleged. The detail of the policy is specified at 3 below. It includes 
valuable help in:  
 

• Defining abuse; 
• Recognising and understanding how abuse can occur; reducing the risk of abuse  
            happening; 
• Considering the wellbeing of the adult at risk.  

 
is given at 4. below. If in doubt, the Directors should be consulted for advice and guidance about the action 
that should be taken. Every staff member and volunteer receives a copy of the “Safeguarding Adults from 
Abuse or Neglect” leaflet published by the Cambridgeshire and Peterborough Safeguarding Board. 
Directors, staff and volunteers will all receive the training in adult safeguarding needed for them to 
discharge their responsibilities effectively.  
 
The policy should be read in conjunction with the Craft4Smiles Data and Barring Service policy (See 2.3 
above). All employees and volunteers dealing with vulnerable adults as a result of their work for 
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Craft4Smiles will be subject to an enhanced Data and Barring Service check. 
 
2. The Policy 

 
The Craft4Smiles named responsible persons (Safeguarding Champions) are Fiona Adley, Director and 
Grahame Adley, Director. Our Safeguarding Champions are equally responsible and actively promote the 
welfare of all adults at risk. The Safeguarding Champions will: 

 
• Ensure that the welfare of adults at risk is given the highest priority by our 
            organisation, its management and staff/volunteers; 
• Promote good practice and ensure that staff and volunteers are able to work with  
            adults at risk with confidence; 
• Act as the main contacts for sharing information around Adult Safeguarding  
            concerns; 
• Ensure that the concerns of Adults at risk are heard and acted upon; 
• Be responsible for ensuring concerns are reported to appropriate authorities; 
• Ensure training is provided for all staff/volunteers, and remain up to date with  
            current practice and legislation; 
• Ensure all staff/volunteers and clients have access to further appropriate  
            information; 
• Ensure action taken promotes the wellbeing of the adult at risk This policy will be  
            reviewed annually or as legislation changes.  

 
All employees and volunteers will be appropriately trained:  
 

• Each Safeguarding Champion will attend the 2 day Safeguarding Management  
            Responsibilities Course or alternative if unavailable;  
• All employees and volunteers attend the half day Safeguarding Awareness Session or  
           alternative if unavailable;  
• Safeguarding Adults is included in Director, employee and volunteer induction.  

  
It is not the responsibility of anyone working within Craft4Smiles, who is either an employee or a 
volunteer, to decide whether or not abuse has taken place. It is, however, vital that staff raise all cases of 
suspected or alleged abuse in line with the procedures identified in this policy. For example, it is 
important to do this, as there may already have been concerns expressed by other organisations or other 
members of staff and failure to report concerns may put an adult at risk of serious harm. Any disclosure 
or suspicion of abuse should be reported to one of the Safeguarding Champions as soon as possible. 
Where the alleged perpetrator is a member of staff Directors will invoke the Disciplinary and 
Whistleblowing procedures alongside this procedure. 
 
The Safeguarding Champion is responsible for overseeing the safeguarding concerns and ensuring that 
the Adult Safeguarding process is followed (see flowchart below). 
 
If a disclosure of abuse is made by a participant in our activities, care should be taken to explain to them 
the procedure that will be followed and they should be told that it may not be possible for Craft4Smiles to 
maintain confidentiality. The concern should be reported to a Safeguarding Champion who will take 
appropriate action. If an allegation about another organisation, this should not be reported to a 
Safeguarding Champion who will take appropriate action. 
 
All relevant information about the allegation should be recorded as simply and clearly as possible 
and stored securely. 
 
Anyone who suspects that an adult may be at risk of abuse or is being abused must report their concern 
to a Safeguarding Champion as soon as possible. Participants (and other adults) have the right to expect 
that information shared with a member of staff or volunteer should be treated as confidential. However, it 
should be made clear that where there is a reason to be concerned for the welfare of an adult at risk they 
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must share the information with someone who is in a position to take action or responsibility. 
 
The reporting process is outlined on the following page and must always be followed. 
 
Reports should be made on the appropriate form wherever possible, but lack of access to the correct 
form must not be a reason to delay reporting suspected abuse.  

 
Respect 
 
When abuse has been disclosed, reported or observed, it is important that the person be treated with 
dignity and respect and is involved as an equal in the investigation, and kept fully informed on a regular 
basis. They have the right to: 
 

• Be believed when they report abuse of themselves and/or others, unless there is  
            direct and unequivocal evidence to the contrary; 
• Appropriate education/information in order to identify behaviour which constitutes  
           abuse and the rights to informed decision-making and consequent risk; 
• Have the investigation processed where possible through a timescale with which  
            they can be comfortable; 
• Privacy and confidentiality in the conduct of the investigation - see practice guidance  
            24, sharing of information); 
• Be assisted by an interpreter, advocate, relative or carer in giving information, or 
            evidence, unless the evidence which is to be given  is subject to separate rules, e.g.  
            police procedures; 
• Have decisions made in their best interest where their capacity is compromised;        
• Expect arrangements to be made to promote safety and welfare in both the short  
            and long term; 
• Expect that the issues of power, coercion and intent on the part of the alleged abuser  
            to the alleged victim are given particular attention; 
• Not to have to undergo repeated presentations of information/evidence, except as 
• required in criminal proceedings; 
• Be involved in decisions made as a result of the investigation; 
• Not participate in the investigation; 
• Have access to the police action for justice procedures where appropriate; 

 
Consent and the Sharing of Information 
 
Consent: Many of the Data Protection issues surrounding the disclosure of information can be avoided if 
the informed consent of the individual has been sought and obtained. Consent must be freely given after 
the alternatives and consequences are made clear to the person from whom permission is being sought. 
If the data is classified as sensitive data, the consent must be explicit. In this case, the specific detail of the 
processing should be explained, the particular types of data to be processed, the purposes of the 
processing and any specific aspects of the processing which may affect the individual disclosures. 

 
Where an overriding public interest exists: 

 
If informed consent has not been sought or sought and withheld, the agency (in this case Craft4Smiles as 
represented by a member of staff or a volunteer), must consider if there is an overriding public interest of 
justification for the disclosure being made to a third party. In making this decision and compliant with the 
Human Rights Act, the following questions may be considered: 
 

• Is the disclosure necessary for the prevention or detection of crime, tor public  
            safety or to protect the rights and freedoms of others? 
• Is the disclosure necessary for the protection of young people or adults at risk? 
• What risk to others is posed by this individual (alleged offender)? 
• What will be the impact of the disclosure on the offender? 
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• Is the disclosure proportionate to the intended aim? 
• Is there an equally effective but less intrusive alternative means of achieving that 
            aim? 

 
Having due regard to the seriousness of the abuse and the potential risk to others, disclosure in such 
circumstances would be justified. It is important that it is made clear to the alleged victim and their 
relatives (if appropriate) that in these cases there is a necessity for the police and/or agency to 
investigate due to the possible harm to other adults at risk. 
 
Making Safeguarding Personal 
 
Making Safeguarding Personal means it should be person-led and outcome-focused. It engages the 
person in a conversation about how best to respond to their safeguarding situation in a way that 
enhances involvement, choice and control as well as improving quality of life, wellbeing and safety. 
 
Confidentiality 
 
However we respond to an adult safeguarding concern, it is likely to involve sharing information that 
would normally be considered confidential.  
 
Each agency holds information, which, in the normal course of events, is regarded as confidential and will 
have their own safeguards and procedures for sharing this with other related agencies. Some information 
will be subject to Data Protection legislation e.g. the General Data Protection Regulations 2018. An adult 
safeguarding concern provides sufficient grounds to warrant sharing information on a “need to know” 
basis and/or “in the public interest” and unnecessary delays in sharing that information should be 
avoided. Often consent has been given through the usual assessment process. 
 
Whenever possible, the adult at risk must be consulted about information being shared on their behalf. 
For example, there will be a need to share information with other agencies e.g. NHS, the local authority, 
advocates and the police, and generally permission would be asked before doing so. However, in 
exceptional circumstances e.g. if it is considered that someone is at serious risk of abuse then 
information may be disclosed without consent. Where they have capacity and they are not being 
pressured or intimidated, their agreement should be sought and their refusal respected. If other adults 
are at risk the “public interest” principle may override their decision.  
 
The following principles govern the issues related to sharing of information outlined above: 
 

• Confidentiality must not be confused with secrecy; 
• Information will only be shared on a ‘need to know basis’ when it is in the  best  
            interests of the adult about whom there are concerns that abuse may be occurring/  
            have occurred; 
• Informed consent should be obtained but if it is not possible and other adults are at 
            risk, it may be necessary to override the requirement; 
• It is inappropriate for agencies to give assurances of absolute confidentiality in  
           cases where there are concerns about abuse, particularly in those situations when  
           other people may be at risk. 

 
Whistleblowing 
 
All staff/volunteers and others with serious concerns about any aspect of their work are encouraged to 
come forward and voice those concerns. The Whistleblowing Policy (see has been designed to assist, 
encourage and enable employees to make serious concerns known within the within the organisation. 

 
Furthermore, in respect of issues concerning adult abuse if any employee suspects fraud, corruption or 
other malpractice then they must report their concerns to the Directors.  
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Whistle-blowers should know how to access support and to protect their own interests. Even if they 
decide that they wish to make an anonymous report, the information they provide will be taken into 
account and treated seriously. Further support can be found at Public Concern at Work – on their website 
https://www.pcaw.org.uk/ or call for confidential whistleblowing advice – 020 3117 2520.  
 
All requests for anonymity by the referrer will be fully respected. It cannot however be guaranteed, 
especially if the referrer’s information becomes an essential element in any subsequent legal 
proceedings. 
 
In addition, the Data Protection Act 1998 removed the blanket confidentiality of third party information. 
 
Staff who do not report concerns about the possible abuse of an adult at risk in accordance with the 
multi-agency practice guidance and procedures, could be disciplined for not doing so, or for colluding 
with the abuse. 
 
For the purposes of the practice guidance and procedures “staff” includes volunteers as well as 
employees of agencies. 
 
Whistle-blowers should know how to access support and to protect their own interests. Even if they 
decide that they wish to make an anonymous report, the information they provide will be taken into 
account and treated seriously. 
 
For more guidance on Whistleblowing, see 1.6 above.  
 
3. Principles, Types and Symptoms of Abuse 
 
Principles   
 
The following principles underpin all safeguarding adults work: 
 
Empowerment: People being supported and encouraged to make their own decisions and informed  
consent’: “I am asked what I want as the outcomes from the safeguarding process and these directly 
inform what happens.” 
 
Prevention: It is better to take action before harm occurs: “I receive clear and simple information about 
what abuse is, how to recognise the signs and what I can do to seek help.” 
 
Proportionality: The least intrusive response appropriate to the risk presented: “I am sure that the 
professionals will work in my interest, as I see them and they will only get involved as much as needed.” 
 
Protection: Support and representation for those in greatest need. “I get help and support to report 
abuse and neglect. I get help so that I am able to take part in the safeguarding process to the extent to 
which I want.” 
Partnership: Local solutions through services working with their communities. Communities have a part 
to play in preventing, detecting and reporting neglect and abuse: “I know that staff treat any personal and 
sensitive information in confidence, only sharing what is helpful and necessary. I am confident that 
professionals will work together and with me to get the best result for me.” 
 
Accountability: Accountability and transparency in delivering safeguarding: “I understand the role of 
everyone involved in my life and so do they.” 
 
Types of Abuse 
 
Abuse can take a number of forms. The list below is not exhaustive but identifies the main forms: :  
 

https://www.pcaw.org.uk/
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Physical abuse: including assault, hitting, slapping, pushing, misuse of medication, restraint or 
inappropriate physical sanctions. 
 
Domestic violence: including psychological, physical, sexual, financial, emotional abuse; so called 
‘honour’ based violence. 
Sexual abuse: including rape, indecent exposure, sexual harassment, inappropriate looking or touching, 
sexual teasing or innuendo, sexual photography, subjection to pornography or witnessing sexual acts, 
indecent exposure and sexual assault or sexual acts to which the adult has not consented or was 
pressured into consenting. 
 
Psychological abuse: including emotional abuse, threats of harm or abandonment, deprivation of 
contact, humiliation, blaming, controlling, intimidation, coercion, harassment, verbal abuse, cyber 
bullying, isolation or unreasonable and unjustified withdrawal of services or supportive networks. 
 
Financial or material abuse: including theft, fraud, internet scamming, coercion in relation to an adult’s 
financial affairs or arrangements, including in connection with wills, property, inheritance or financial 
transactions, or the misuse or misappropriation of property, possessions or benefits. 
 
Modern slavery: encompasses slavery, human trafficking, forced labour and domestic servitude. 
Traffickers and slave masters use whatever means they have at their disposal to coerce, deceive and 
force individuals into a life of abuse, servitude and inhumane treatment. 
 
Discriminatory abuse: including forms of harassment, slurs or similar treatment; because of race, 
gender and gender identity, age, disability, sexual orientation or Religion. 
 
Organisational abuse: including neglect and poor care practice within an institution or specific care 
setting such as a hospital or care home, for example, or in relation to care provided in one’s own home. 
This may range from one off incidents to on-going ill-treatment. It can be through neglect or poor 
professional practice as a result of the structure, policies, processes and practices within an organisation. 
 
Neglect and acts of omission: including ignoring medical, emotional or physical care needs, failure to 
provide access to appropriate health, care and support or educational services, the withholding of the 
necessities of life, such as medication, adequate nutrition and heating 
Self-neglect: this covers a wide range of behaviour neglecting to care for one’s personal hygiene, health 
or surroundings and includes behaviour such as hoarding. 
 
 Symptoms of Abuse  
 
Although abuse often comes to light through disclosure by the person, who sensing they are safe, 
confides in a trusted person, there are situations or events that might indicate that all is not well. The 
following list highlights situations or events that may require closer attention. They are merely indicators, 
the presence of one or more does not confirm abuse and they are no substitute for a thorough 
assessment. However, a cluster of several indicators may indicate a potential for abuse and a need for 
assessment. For ease of use the indicators have been grouped under a number of headings. Typically an 
abusive situation may well involve indicators from a number of groups in combination. 
 
General Indicators of Abuse 
 
The following are general indicators that abuse may be occurring:  
 

• The denial (often forthright) that anything is amiss, with an accompanying 
            emphasis that things ‘have never been better’; 
• Resignation, stoicism, and, sometimes, an acceptance  of incidents as being part   
            of being old/disabled/living with illness/disadvantaged; 
• Inconsistency of information; 
• Seeking attention/protection often from numerous sources; 
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• The adult at risk appears to be withdrawn or agitated and anxious; 
• They may be isolated in one room of the house or confined to living in a small  
            space; 
• Mobility is restricted due to absence of suitable mobility aids; 
• They may be excluded from outside social contacts; 
• They are overly subservient or anxious to please; 
• Professional and other visitors may have difficulty gaining access to the 
            Adult who appears to be at risk or may find confidential interaction inhibited;  
• Lack of eye contact – looking at the floor during discussions or looking to  
            others to answer questions even when directed to the individual; 
• Dramatic changes in behaviour or personality;  
• Depression or confusion, for which no medical explanation can be offered; 
• Refusal to allow person into respite/permanent care; 
• Poor conditions, lack of clothing, lack of access to own money; 
• Reluctance to return home or to service placement. 

 
Indicators of Physical Abuse 
 
The following are indicators that physical abuse may be occurring: 
 

• Multiple bruising that is not consistent with the explanation e.g. a fall;  
• Cowering and flinching; 
• Bruised eyes, marks resulting from a slap and/or kick, other unexplained bruises; 
• Abrasions, especially around the neck, wrists and/or ankles; 
• Unexplained burns, especially on the back of the hands; 
• Scalds, especially with a well-defined edge from immersion in water; 
• Hair loss in one area – scalp sore to touch; 
• Frequent minor accidents without seeking medical help; 
• Unusually sleepy or docile, tendency to flounder or slip over; 
• Unexplained fractures; 
• Malnutrition, ulcers, pressure sores and sores due to lack of care for incontinence;  
• Frequent ‘hopping’ from one GP, hospital or care agency to another; 
• Need for health or social care services ignored or obstructed; 
• Misuse of medication.  

 
Indicators of Sexual Abuse 
 
The following are indicators that sexual abuse may be occurring: 
 

• Changes i.e. the person starts to seek or avoid attention where previously they did 
            not, by expressing over sexualised behaviour, or becoming fixated on sexual  
            matters; 
• Complaints of soreness in genital/anal area, no medical cause known;  
• Recurring conditions such as thrush or cystitis. 

 
 Indicators of Financial or Material Abuse 
 
The following are indicators that financial or material abuse may be occurring:  
 

• Unexplained or sudden inability to pay bills; 
• Gifting and transferring of assets and property; 
• Unexplained or sudden withdrawal of money from accounts; 
• Contrast between known income or capital and unnecessarily poor living  
                           conditions especially where this has developed recently; 
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• Personal possessions of value go missing from the home without satisfactory  
            explanation; 
• Contrast with their previous lifestyle and standards; 
• Someone has taken responsibility for paying rent, bills, buying food etc. – but is  
            clearly not doing so; 
• Unusual interest taken by relative, friend, neighbour or other in financial assets,  
            especially if little real concern is shown in other matters; 
• Next of kin refuse to follow advice regarding control of property via Court of  
            Protection or through securing Enduring Power of Attorney/Lasting Power of  
            Attorney, but insist upon informal arrangements; 
• Care services including residential care are refused by family or other potential  
            inheritors; 
• Unusual purchases unrelated to the known interests of the adult at risk e.g. 
            purchases of fashionable clothes, expensive make-up, food and holidays; 
• Reluctance to accept financial assessment or engagement from department. 

 
Indicators of Organisational/Institutional Abuse 
 
The following are indicators of organisational abuse:  

 
• Poor staff morale, high turnover or high sickness rate amongst staff;  
• Excessive hours are worked and there is frequent use of agency staff; 
• General lack of consideration of privacy e.g. staff walk casually into bedrooms;  
            washing and personal care tasks (going to the toilet) lack appropriate privacy and  
            dignity; there is no telephone that can be used in private; 
• Residents/service users appear unusually subdued, especially when compared 
            to their previous behaviour e.g. they retreat into their own room or other areas out  
            of the way of staff; 
• Lack of care when dealing with personal clothing, e.g. loss of clothes, being  
            dressed in other people’s clothes, dirty or unkempt, spectacles not clean, wearing 
           other people’s spectacles, hearing aid or false teeth; 
• Poor hygiene e.g. strong smell of urine, dirty clothing or bed linen, only changed  
            when staff consider it necessary; 
• Inappropriate and thoughtless use of equipment e.g. restraint,or buzzers out of 
            reach; 
• Lack of internal procedures, including poorly written and/or outdated policies; 
• Lack of clear lines of responsibility and consistency of management; 
• Lack of staff training, supervision, appraisals and assessment of competencies; 
• Lack of appropriate skill mix and assessment of staff competencies and  
            and development plan; 
• Inadequate care/support plans and risk assessment; 
• Inappropriate use of medical or nursing procedures e.g. enemas, catheterisation,  
            over reliance on medication; 
• Lack of appropriate relevant information sharing between staff about service users; 
• Lack of open transparent communication from staff to relatives; 
• Reliance on rigid routines; 
• Staff feel powerless to influence good practice; they may be discouraged  from  
                           participating in discussions with outside agencies.  

 
Indicators of Professional Abuse 

 
The following are indicators that professional abuse may be occurring:  
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• Entering into a sexual relationship with a service user; 
• Failure to refer disclosure of abuse, poor, ill-informed or outmoded care 
            practice; 
• Failure to support adult at risk to access health care/treatment, denying 
            adults at risk access to professional support and services such as  
              advocacy; 
• Service design where groups of users living together are incompatible,  
                punitive; 
• Responses to challenging behaviours, failure to whistle-blow on issues  
            when internal procedures to highlight issues are exhausted. 

 
Indicators of Domestic Abuse and Violence 
 
It must be remembered that all categories of abuse may be found within a domestic environment, i.e. 
close family relationships. 
 
Reactions to Abuse 
 
The consequences of abuse can have profound effects on all the parties involved. These may include: 
 

• Denial that abuse has occurred may be strongly stated, even in the face of  
            compelling evidence to the contrary, there may be an attempt to persuade   
            others that an abusive relationship is normal; 
• Withdrawal from social activity can occur, ranging from withdrawal from normal 
            activities to total lack of communication; 
• Increased agitation and anxiety may also present itself in a variety of forms from  
            attention-seeking behaviour to overly subservient behaviour; 
• Parties involved can experience depression; 
• Parties involved can experience confusion, this can be characterised by  
            marked deterioration in a previously confident person, someone who may appear  
            to be confused might be trying to communicate his or her distress about an     
            abusive event; 
• A dramatic change in behaviour or personality can occur suddenly and  
                           unexpectedly and can be associated with fear following an incident of abuse; 
• Physical or verbally aggressive behaviour can occur and an individual may seem  
            unusually hostile or be prone to over- reaction; 
• The loss of self-esteem, deterioration in appearance, weight loss or erosion of 
            personal confidence.  
 

 
Appendix F: DATA AND BARRING SERVICE POLICY 
 
1. Introduction 
 
An enhanced Data and Barring Service (DBS) check will be requested for staff and volunteer roles where 
one is relevant and proportionate to the role or work concerned. The roles for which checks are required 
are determined by Craft4Smiles based on an assessment of the tasks to be undertaken. 
 
Failure to disclose information directly relevant to the role or work that is subsequently revealed as a 
result of a DBS check could lead to the withdrawal of any offer of employment. Where the position or 
work of an existing member of staff changes and Craft4Smiles considers it appropriate to request a DBS 
check, failure to comply may disqualify an employee from the position/work. It is the responsibility of the 
individual to inform Craft4Smiles of any subsequent cautions, convictions, reprimands and warnings. Not 
knowing about or understanding the law will not be considered as a reason for non-declaration. 
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Craft 4 Smiles will renew DBS checks as part of a rolling programme, currently every three years. Staff 
are encouraged to register with the DBS update service and where this has been done the update 
service will be checked rather than carrying out a new check. 
    
The Data Barring Service (DBS) checks information: 
 

• Held on the Police National Computer (PNC), such as, convictions, cautions,  
            reprimands and warnings in England, Wales and those recorded from Scotland.  
            Some Northern Ireland conviction data held on PNC; 
• Held by local police forces relating to relevant non-conviction information; 
• From the DBS’ Children’s Barred List; 
• From the DBS’ Adults Barred List. 

 
There are 4 types of DBS check available: Basic, Standard and Enhanced (with or without barred list 
check). The type of report requested will be based on the level of responsibility an individual has in 
respect of working with and caring for young people under 18 or adults requiring regulated activities 
which lead to them being considered as vulnerable at the point of receiving them. 
 
Standard DBS Check: These apply to positions and professions exempted under the Rehabilitation of 
Offenders Act. Groups include those involved regularly with: children, young people, the elderly, sick or 
disabled, the administration of the law and other sensitive areas or positions of trust. Standard checks 
contain details of an individual’s convictions, cautions, reprimands or warnings recorded on police central 
records and includes ‘spent’ and ‘unspent’ convictions. These are shown on a criminal records check. To 
be eligible for a standard level DBS check the position must be included in the Rehabilitation of Offenders 
Act (ROA) 1974 (Exceptions) Order 1975. 
 
Enhanced DBS Check: Enhanced checks are for roles that involve a far greater degree of contact with 
vulnerable groups including children. In general, the type of work will involve regularly caring for, 
supervising, training or being in sole charge of such people. Enhanced checks are also issued for certain 
gaming and licensing purposes and judicial appointments. An enhanced check contains the same details 
as a standard check, together with any information held locally by police forces that a Chief Executive 
Officer reasonably believes to be relevant to the role applied for and considers ought to be disclosed. To 
be eligible for an enhanced level DBS check, the position must be included both in the ROA Exceptions 
Order and in Police Act Regulations. 
 
Enhanced Disclosure + barred list Check (Child/Adult): An enhanced check with information from the 
DBS’s children’s/ adults barred lists is only available for those individuals engaged in regulated activity 
with vulnerable groups and a small number of roles as listed in the Police Act Regulations. To be eligible 
to request a check of the children’s or adults barred lists, the position must meet the definition of 
regulated activity effective from 10 September 2012, as outlined here: 
https://www.gov.uk/government/publications/dbs-regulated-activity 
 
2. Procedure for Identifying Roles Subject DBS check 
 
A DBS check will be requested for staff and volunteer roles where one is relevant and proportionate to 
the role or work concerned. The roles for which checks are required are determined by Craft4Smiles 
based on an assessment of the tasks to be undertaken. 
 
3. Disclosure of “unspent” convictions 
 
Unless the nature of the role is one that Craft4Smiles has identified as being subject to a DBS check, 
candidates, will only be asked about “unspent” convictions as defined in the Rehabilitation of Offenders 
Act 1974 as amended by the Rehabilitation of Offenders Act 1974 (exceptions) Order 1975. Failure to 
disclose information directly relevant to the role or work that is subsequently revealed as a result of a 
DBS check could lead to the withdrawal of any offer. Where the position or work of an existing member of 
staff changes, and Craft4Smiles considers it appropriate to request a DBS check, failure to comply may 

http://www.gov.uk/government/publications/dbs-regulated-activity
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disqualify an employee from the position/work. It is the responsibility of the individual to inform 
Craft4Smiles of any subsequent cautions, convictions, reprimands and warnings. Not knowing about or 
understanding the law will not be considered as a reason for non-declaration. 
 
3. Applying for a DBS check 
 
Where a DBS check is deemed necessary, the following process will apply. 
 
Following interview, the successful candidate will be advised that any offer of employment is subject to 
Craft4Smiles receiving a satisfactory DBS check. 
 
The candidate will be asked to attend their local office with relevant, original identification documents. 
The candidate will fill out the DBS application form following the guidelines provided by the Umbrella 
organisation  overseeing the check. 
 
Once the check is completed, the DBS will send a certificate listing the results to the applicant. 
Craft4Smiles will ask the applicant for sight of their DBS certificate and will record the certificate number 
and date of issue on a database. 
 
If Craft4Smiles is satisfied with the information contained in the DBS certificate, the candidate will be 
advised and any conditional offer of employment or appointment will be confirmed. The Contract of 
Employment will state that the position to which the individual has been appointed is subject to a 
DBS check and will require the employee to inform Craft4Smiles of any subsequent criminal convictions, 
cautions, reprimands and warnings. It will also detail the consequences of failure to do so which may 
include termination of employment. 
 
If the DBS certificate contains information that is an area for concern, a photocopy of the form will be 
taken, and stored in-line with the guidelines outlined in Appendix one. The matter will then be considered 
in accordance with the notes on Recruitment of Ex-offenders, Appendix two. 
 
Craft4Smiles will renew DBS checks as part of a rolling programme, currently every three years. Staff are 
encouraged to register with the DBS update service and where this has been done the information held 
by the update service will be reviewed rather than carrying out a new check. 
 
4. Secure Storage, Handling, Use, Retention and Disposal of Disclosure and Barring Service 
(DBS) certificate information 
 
Storage and access 
 
If the DBS certificate contains information that is an area for concern, a photocopy of the form will be 
taken and stored, with consent. DBS certificate information will not be kept on an applicant’s personnel 
file. It will be kept separately and securely, in lockable, non-portable, storage containers (such as a filing 
cabinet). Access will be strictly controlled and limited to those who are authorised to see it as part of their 
duties. 
 
Handling 
 
In accordance with section 125 of the Police Act 1997, only those authorised in the course of their duties 
will have access to DBS certificate information. Craft4Smiles C.I.C. recognises that it is a criminal offence 
to pass this information to anyone who is not entitled to receive it. 
 
Use 
DBS certificate information will only be used for the specific purpose for which it was requested and for 
which the applicant’s full consent has been given. 
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Retention of Agreed Copies of DBS Certificates 
 
Once a recruitment (or other relevant) decision has been made, Craft4Smiles will not keep any copy of 
the DBS certificate, or any associated correspondence, to which the applicant consented for longer than 
is necessary. In general, this will be for a maximum of 6 months. This period allows for the consideration 
and resolution of any disputes or complaints. If, in very exceptional circumstances, it is considered 
necessary to keep DBS certificate information for longer than 6 months, we will consult the DBS about 
this and will give full consideration to data protection and human rights of the individual before doing so. 
The usual conditions in respect of storage and access will continue in place during this period. 
 
Disposal 
 
Once the retention period has elapsed, Craft4Smiles C.I.C. will ensure any copy of the DBS, certificate, 
or any associated correspondence, to which the applicant consented is immediately destroyed by 
suitably secure means i.e. shredding, pulping or burning. It will not be kept in any insecure receptacle 
(e.g. waste bin or confidential waste sack) whilst awaiting destruction. No other image of the DBS 
certificate or certificate information will be made or retained. However, an electronic record of the date of 
a DBS certificate, the name of the subject, the type of DBS check requested, the position for which the 
DBS check was requested, the unique reference number of the DBS certificate issued by the DBS and 
details of the recruitment decision taken will be kept. 
 
5. The Recruitment of Ex-offenders 
 
Principles 
 
As an employer Craft4Smiles is committed to equal opportunities and this underpins our employment and 
recruitment procedures. We use published, objective, job-related criteria when making staff appointments 
and select candidates for interview based on their skills, qualifications, experience and ability to do the 
job. 
 
Having a criminal record will not necessarily bar you from working for us. This will depend on the nature 
of the position and the circumstances and background of any offences. 
 
The Rehabilitation of Offenders Act (ROA) 1974 ensures that ex-offenders who have not re- offended for 
a period of time after the date of their conviction are not discriminated against when applying for jobs. 
Unless the work/position is exempt under the ROA, we will only ask about ‘unspent’ convictions as 
defined in the Act. 
 
Craft4Smiles will observe guidance issued by the Disclosure and Barring Service on the use of DBS 
information in the employment of ex-offenders. 
 
Recruitment Process 
 
Where a DBS check is part of the recruitment process, applicants will be informed of this prior to 
interview A DBS check will only be requested for roles where one is relevant and proportionate to the role 
concerned. A DBS check will be seen as complementary to the organisation’s existing recruitment 
practice and will be used to make better informed recruitment and appointment decisions. The DBS 
checking service will not be used as a substitute for any of the other existing pre-appointment checks, 
including taking up references and enquiring into the person’s previous employment history. 
 
Staff involved in the recruitment process will have received guidance in the relevant legislation regarding 
the employment of persons who have been convicted in the past, for example the Rehabilitation of 
Offenders Act 1974 as amended. Craft4Smiles will ensure fairness at all times and not discriminate 
against the applicant during the DBS check process or on the basis of information received. 
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Making the decision 
 
Where the DBS certificate indicates a criminal record or a conviction of an applicant, or other relevant 
information, any decisions relating to an appointment will be taken by the Directors. In determining 
whether or not to confirm an appointment in such circumstances, all the relevant factors will be taken into 
account and an objective assessment made based on all the information available. 
 
Objective assessments will: 
 

• Focus on a person’s abilities, skills, qualifications and experience and  
            recognise that having a criminal record does not necessarily mean a lack of these; 
• Consider the nature of the conviction and its relevance to the job in question;  
• Identify any risks in employing an ex-offender and whether these could be  
            sensibly and effectively managed. 

 
Considerations to be taken into account in relation to the offence will include: 
 

• Whether the conviction or other matter revealed is relevant to the position/role; 
• The seriousness of any offence or other matter revealed; 
• The length of time since the offence or other matter occurred; 
• Whether the individual has a pattern of offending behaviour or other relevant   
                matters; 
• Whether the individual’s circumstances have changed since the offending  
            behaviour or the other relevant matters; and 
• The circumstances surrounding the offence and the explanations/s offered by the  
            individual. 

 
Before a final decision is made, the decision maker/s will: 
 

• Undertake to discuss any matter revealed in a DBS certificate with the person  
            seeking the position before withdrawing a conditional offer of employment or  
            appointment; 
• Attempt to resolve any dispute, where an applicant disputes the information  
            provided in a DBS certificate. 
 

Conveying the decision 
 
Where a conditional offer of employment is to be withdrawn, the person seeking the position will be 
advised as soon as is practicably possible. Similarly, any internal applicant or prospective appointee to a 
new role will be advised that the offer is withdrawn. 
 
If it is decided that an existing member of staff is no longer suitable for the role he/she occupies as a 
result of a criminal record or other relevant information, then the following options will be considered: 
 

• Firstly, the possibility of a transfer to an alternative position for which the employee 
            is not considered unsuitable as a result of a criminal record or other relevant  
            information received. 
• In the event there is no such suitable alternative position available, Craft4Smiles 
            will consider all other options. This will include termination of employment if it is  
            considered that the criminal record or other relevant information renders the  
            individual unsuitable for any available positions in the organisation . 
• Craft4Smiles will also have to consider these options, including the termination  
            of employment, if an employee deliberately withholds or does not advise 
            Craft4Smiles of any conviction or relevant information subsequent to appointment.  
               

In all cases, full consultation will take place with the individual concerned and any action taken will be in 
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accordance with stated policies and procedures. More information and guidance is provided at:  
 
About DBS: https://www.gov.uk/government/organisation s/disclosure-and-barring-service/about 
 
 
APPENDIX G: DATA PROTECTION AND SECURITY  
 
1. Introduction  
 
During the course of employment or volunteering, employees and volunteers are likely to receive or be 
made aware of confidential information concerning Craft4Smiles our business and/or clients. This 
information must not be disclosed or its disclosure allowed (except in the proper course of your employment 
or role as a volunteer) other than information that has come into the public domain or information that you 
are entitled to disclose under the Public Interest Disclosure Act 1998. 
 
No information from the organisation’s database except with another employee or volunteer unless that 
person needs to know the information. Where information is disclosed to a relevant professional who needs 
to know, that information should only be disclosed with the consent of the individual to whom the information 
relates and therefore belongs. Disclosing such information inappropriately and/or without consent where 
this is needed to any other third party will be treated as a disciplinary matter and will be subject to the 
disciplinary procedure. 
 
Having left employment or a volunteering role with Craft4Smiles, no information or practice that would be 
damaging to the organisation or its clients should be disclosed. The organisation shall be entitled to apply 
for an injunction to prevent such disclosure or use and to seek any other remedy including, without 
limitation, the recovery of damages in the case of such disclosure or use.  
 
2. Purpose and Scope 
 
Throughout this document the term ‘personal information’ is used to refer to anything that could identify 
an individual, including sensitive information about an individual, for the purposes of this document the 
term may also refer to financial or strategic organisational information that should not be widely shared.  
 
Craft4Smiles has a legal and moral obligation to its service users, volunteers, employees,  
partners and other stakeholders to safeguard the personal information it holds processes or manages.  
If the security of this information - its confidentiality, availability or integrity - is compromised, this could 
have serious consequences, including: 
 

• Damage or distress to those individuals whose information has been lost or 
            compromised; 
• Contravention of the GDPR, leading to investigation by the Information  
            Commissioner’s Office, potentially resulting in a fine; 
• Disciplinary proceedings and/or prosecution of the person responsible for any loss; 
• Loss of public trust and confidence in Craft4Smiles ability to manage their  
                information. 

 
The responsibilities and requirements of Craft4Smiles are encapsulated in the Caldicott Principles for 
protecting personal and/or sensitive information:  

 
• Justify the purpose(s) for using confidential information; 
• Don’t use personal confidential data unless it is absolutely necessary; 
• Use the minimum necessary personal confidential data; 
• Access to personal confidential data should be on a strict need-to-know basis; 
• Everyone with access to personal confidential data should be aware of their  

http://www.gov.uk/government/organisations/disclosure-and-barring-service/about
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responsibilities; 
• Comply with the law; 
• The duty to share information can be as important as the duty to protect the  

              individual’s confidentiality.  
 

The aim of this policy is to support Craft4Smiles and its employees and volunteers in protecting the 
security of the personal information for which they are responsible. The policy does this by helping to 
inform good decision making and good practice in the handling and management of personal information. 
It should be read in conjunction with our Privacy Notice (Annex 1 below) . The working practices set out 
in this policy will help to ensure that personal information is stored and transferred securely and 
unauthorised disclosure is avoided. It applies to all employees, volunteers and agents of Craft4Smiles 
who are handling personal information on behalf of the organisation, whether this is paper-based, 
electronic or in any other formats, including spoken information. The Directors will enforce the policy 
through the organisation’s disciplinary rules and disciplinary procedure. Breaches of the policy could lead 
to disciplinary action and penalties up to and including dismissal, depending on the breach and its impact 
on information security. Appropriate action will be taken with regard to third parties.  
 
Craft4Smiles has a legal duty to disclose information regarding abuse to Cambridgeshire County Council, 
and regarding acts of terrorism or treason, money laundering or drug trafficking to the police. Directors 
must be informed of any potential concerns or issues as soon after they are identified as is practicable. 
   
Employees and volunteers must take all necessary steps to ensure that the General Data Protection 
Principles regarding data collection, storage and use are complied with at all times:  
 

• Only hold data with consent; 
• Use data fairly and lawfully; 
• Use data for specific, explicit and legitimate purposes; 
• Use data in a way that is adequate, relevant and not excessive; 
• Data should be accurate and up to date; 
• Data should be kept for no longer than is absolutely necessary; 
• Data should be kept safe and secure, private and confidential. 

           
 2. Data Storage 
 
 Currently, no information about individuals is held electronically with manual records and minimal 
 information being kept. The type of information and the way it is stored is compliant with legislation 
 with the purpose/s for which the information is collected being clear. As the organisation develops, this 
 situation will change. The Directors will ensure that Craft4Smiles is compliant with its legal  
 responsibilities in relation to information and data security at all stages of that development.  
 
 3. Identifying the Information Collected and Stored 
              
 Information assets must be identified and listed in the Craft4Smiles Information Asset  Register. A three   
 monthly check must be carried out to ensure that new assets or those not  previously identified are  
 added to the Register. 
 
 4. Data Use 
 
 The list below summarises the main issues and actions required when handling data. However, the list is 
  not exhaustive and employees and volunteers must consider and act in accordance with the Caldicott  
  Principles at all times and consult the Director  responsible for organisation and governance for advice  
  if in doubt. Annex 2 (below) offers more specific guidance on issues to consider and the action to be  
  taken.  
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Check we have the ‘power to share’ before sharing information with third parties  
 
Before sharing any data consider whether this complies with the Caldicott principles. Where personal 
and/or sensitive information is being shared between organisations working together in a partnership or 
subcontracting arrangement, an information sharing agreement or contractual agreement must be in 
place. In these circumstances:  
 

• The reason for sharing and the legal powers to share are confirmed during the  
            process of drawing up the agreement or contract; 
• The organisation sharing the information should have the subject’s consent to do  
            so; 
• Work should also be done to ensure that all involved organisations can meet each  

                                               other’s security and information management requirements. 
 

For ad hoc or one-off information sharing, prior to information being shared, the questions of whether the 
sharing is justified and whether the organisation has the power to share must be addressed. If in doubt 
about whether to share information, employees should consult the Director responsible for organisation 
and governance for advice. 
 
When sending personal information to third parties, employees must make an assumption that the  
information will be securely managed when it reaches its destination. If you have any doubts about  
this, contact the Director responsible for organisation and governance for advice.  
 
Responding to requests from individuals for copies of the data we hold about them 
 
Under the General Data Protection Regulations 2018, individuals can request to see data held about 
them. Any such requests must be notified immediately to the Directors to respond to, as there are various 
rules that need to be complied with, including a 1 month time limit. This is known as a Subject Access 
Request. The individual can make the request in any way that makes it clear what they are asking for, 
they do not have to do so in writing or using the term ‘subject access request’. Under GDPR no charge 
can be made for providing the information. 
 
           5. What to do if data has been lost or compromised  
 
Employees must inform the Directors immediately if they believe information has been or may have been 
lost or compromised. This is a “data breach”. The Directors will take action as set out in Annex 3 (below) 
to minimise the impact of the breach and to prevent recurrence. 
 
In the case of a burglary do not enter the premises alone or touch the crime scene, call the police. 
Employee compliance with this policy is monitored by the Director responsible for crafting operations. If 
confidentiality is breached or a near-miss occurs, contact the Director responsible for crafting operations 
for advice. The situation will be assessed with the action required identified and taken. 
 
Changes to projects and systems  
 
All new projects and systems or significant changes to existing projects and systems must be assessed 
using the Craft4Smiles. Privacy Impact Assessment Template in order to assess the risk to data 
protection. This will be completed by the Director who is most involved in the specific change.  
 
All changes to systems for recording information (i.e. information assets) must be authorised by the 
‘Information Asset Owner’ (the Director for organisation and governance) before being implemented. The 
Director will work with the individual who has identified the change and any other employees and/or 
volunteers who may be affected or involved.   
 
Information handling responsibilities of employees, volunteers and agents 
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Employees are personally responsible at all times for the personal information in their care. They must 
safeguard the security of the information for which they are responsible or which they access in order to 
carry out their work. Arrangements for safe collection, storage and use will be developed and training 
given as the organisation grows. It will be the responsibility of all employees to familiarise themselves 
with this policy prior to handling personal and/or sensitive information or sharing it with third parties, and 
to use the policy and standards to inform their information handling choices. Employees should seek 
advice from the Director responsible for crafting operations if they are in doubt about how to apply this 
policy. 
 
Volunteers and agents are personally responsible at all times for the personal information that belongs 
and/or pertains to Craft4Smiles, in whatever format, in their care. It is the responsibility of all volunteers 
and agents to familiarise themselves with this policy prior to handling personal information or sharing it 
with third parties, and to use the policy and standards to inform their information handling choices. 
Volunteers and agents should seek advice from the Directors if they are in doubt about how to apply this 
policy. 
 
Employees should use Craft4Smiles’ whistleblowing procedures (1.6 above) to report any concerns 
about improper use of the organisation’s information or practices likely to result in a data breach. 
 
The Director responsible for organisation and governance will satisfy themselves that staff and volunteers 
are aware of this policy and the Data Security and Protection training. Training is given at induction, 
refreshed every year and may be reviewed as part of the supervision and appraisal process. 
 
8. Ownership of Craft4Smiles’ Information Assets 
 
An information asset is a body of information which supports the delivery of a function. It is defined and 
managed as a single unit so it can be understood, shared, protected and used effectively. To protect 
Craft4Smiles’ information, all Craft4Smiles’ information assets should have a designated Information 
Asset Owner. The owner is responsible for maintaining an overview of the scope, purpose, value and 
sensitivity of the information asset and knowing who has access to it, its security requirements and 
whether its security is being appropriately protected. The whole lifecycle of the information asset needs to 
be considered from creation, storage, movement, retention to destruction. The Information Asset Owner 
should ensure that any processes and procedures which involve their information assets are sufficient to 
protect the security of those assets. It is recommended that they undertake a regular, proportional 
information security risk assessment for information assets. The Director responsible for operations and 
governance is the Asset Owner for all Craft4Smiles information.  
 
9. The Caldicott Guardian  
 
The Director for organisation and governance is the Craft4Smiles Caldicott Guardian. The Caldicott 
Guardian is concerned with protecting service user social care information. They: 
 

• Champion confidentiality across the organisation; 
• Ensure that confidentiality issues are appropriately reflected in organisational  
            strategies, policies and working procedures; 
• Act as an enabler for appropriate information sharing and oversee relevant  
            arrangements, protocols and procedures. 

 
10. The Senior Information Responsible Officer  
 
The Senior Information Responsible Officer (SIRO) is currently, the Director responsible for organisation    
and governance). They are responsible for: 

 

• Ensuring that there is an up to date Data Security and Protection Policy 
• Ensuring that the organisation ’s approach to information handling is 
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            communicated to all staff and made available to the public; 
• Co-ordinating the activities of employees given data protection and confidentiality  
               responsibilities; 
• Monitoring the organisation ’s information handling activities to ensure  
            compliance with law and guidance, including maintaining the Craft4Smiles  
            Information Asset Register;  
• Creating a Data Security and Protection action plan, as needed, and monitors  
                  implementation; 
• Ensuring that employees and volunteers are sufficiently trained to support their  
              role; 
• Ensuring that Data Security and Protection is considered for all new projects and  
            system changes; 
• Supporting any Data Security and Protection monitoring visits from commissioning  
            organisations (where appropriate); 
• Ensuring that any breaches are report ed to the Information Commissioner’s Office  
            if necessary; 
• The Director responsible for organisation and governance is the designated Data  
            Protection Lead for Craft4Smiles.  
 

ANNEX 1 Privacy Notice          

This privacy notice describes how we collect and use personal information about you during and after 
your relationship with Craft4Smiles C.I.C. if you are an employee, a volunteer, a referrer or a participant 
in our crafting activities.  

We are committed to protecting the privacy and security of your personal information and have set out 
below how we collect, process, share and dispose of that information. References to “we”, “us”, “you” or 
“our” in this Privacy Notice are references to Craft4Smiles C.I.C, a company limited by guarantee 
registered in England and Wales, registered company number: 12299175.  

Craft4Smiles will comply with data protection law. This says that the personal information we hold about 
you must be: 
 

• Used lawfully, fairly and in a transparent way; 
• Collected only for valid purposes that we have clearly explained to you and not  
            used in any way that is incompatible with those purposes; 
• Relevant to the purposes we have told you about and limited only to those  
            purposes; 
• Accurate and kept up to date; 
• Kept only as long as necessary for the purposes we have told you about; 
• Kept securely. 

 
Personal information means any information that can be used to identify an individual. For Craft4Smiles, 
this is likely to include: 
 

1. Personal contact details such as name, title, addresses, telephone numbers, and    
            personal email addresses; 
2. Date of birth or age; 
3. Gender; 
4. Marital status and dependants; 
5. Next of kin and emergency contact information. 

For our staff only we will also collect/hold: 
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1. National Insurance number; 
2. Bank account details, payroll records and tax status information; 
3. Salary, annual leave, pension and benefits information; 
4. Start date; 
5. Recruitment information (including copies of right to work documentation, 
6. references and other information included in a CV or cover letter or as part of the 
            application process; 
7. Employment records (including location of employment, job titles, work history,  
            working hours, training records and professional memberships); 
8. Performance information; 
9. Disciplinary and grievance information; 
10. Photographs. 

For staff, volunteers or clients we may also collect, store and use the following “special categories” of 
more sensitive personal information (sometimes we collect this because our funders require the 
information): 

1. Information about your race or ethnicity, religious beliefs, gender, sexual  
            orientation and political opinions; 
2. Trade union membership; 
3. Information about your health, including any medical condition, health and sickness  
            records; 
4. Information about criminal convictions and offences.  

 
Under certain circumstances, by law you have the right to: 
 

1. Request access to your personal information (commonly known as a “data subject  
            access request”) – receive a copy of the personal information we hold about you  
            and check that we are lawfully processing it; 
2. Request correction of the personal information that we hold about you – have any  
            incomplete or inaccurate information we hold about you corrected; 
3. Request erasure of your personal information – ask us to delete or remove  
            personal information where there is no good reason for us continuing to process it.  
            You also have the right to ask us to delete or remove your personal information  
            where you have exercised your right to object to processing (see below); 
4. Object to processing of your personal information where we are relying on a  
            legitimate interest (or those of a third party) and there is something about your  
            particular situation which makes you want to object to processing on this ground; 
5. Request the restriction of processing of your personal information. This enables  
            you to ask us to suspend the processing of personal information about you, e.g.     
            if you want us to establish its accuracy or the reason for processing it; 
6. Request the transfer of your personal information to another party. 

 
If you want to review, verify, correct or request erasure of your personal information, object to the 
processing of your personal data, or request that we transfer a copy of your personal information to 
another party, please contact the Director responsible for organisation and governance in writing. In order 
to comply with a request as listed above, we may need to request specific information from you to help us 
confirm your identity and ensure your right to access the information (or to exercise any of your other 
rights). This is another appropriate security measure to ensure that personal information is not disclosed 
to any person who has no right to receive it. 
 
If you decide you don’t want us to use your information as set out above, please contact the Director 
responsible for organisation and governance. Once you have informed us that you don’t want us to use 
your information, we will stop contacting you and tell anyone that we have shared your information with 
that we no longer have your consent to use the information. 
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A. Information We Hold About You: A Participant in our Crafting Activities or Referrer 
 
We will collect personal information from you when you enquire about our activities, or request support 
from one of our services. If you are requesting support for another person (‘the client’) we will also collect 
personal information about them and will assume that you have their consent to share the information 
with us. We need to have your consent to store, process and share information about you. Where 
possible we will obtain your consent in writing, but initially we often obtain consent verbally. We will 
record that consent has been given. 

If you require a copy of the information about you that we hold, this can be requested by emailing 
fiona@craftsmiles-cic.org.uk or in writing to Craft4Smiles, Registered Office, Wilton Mutlow, 2nd Floor, 
Dagnall House, Lower Dagnall Street, St Albans, AL3 4PA.   

If you would like us to correct or update any information, or if you would like information deleted from our 
records, this can be requested by emailing fiona@craftsmiles-cic.org.uk or in writing to Craft4Smiles, 
Registered Office, Wilton Mutlow, 2nd Floor, Dagnall House, Lower Dagnall Street, St Albans, AL3 4PA. ,  
If you correct any information that we hold, we are required to share that correction with anyone we have 
shared the information with. 
 
How do We Use Your Information?  
 
Personal information will only be used to process requests to provide the client with our services, and to 
provide them with information relating to our services and other services which we think you may be 
interested in. We will not share your information with our partners or any third parties without your 
consent unless we have safeguarding concerns.  
 
Information may be shared with any volunteers who deliver services on our behalf. They will keep this 
data securely and it will be disposed of securely after they have ended their work with the client.  
Information may be shared with the bodies that fund Craft4Smiles, though this is not usually special 
information that would identify an individual. 
 
Storage and Security  
 
We store the information on a password protected system which is only accessible by Directors and our 
employees. 10 years after our last contact with the client the information will be anonymised, i.e. we will 
remove anything which could identify an individual whilst keeping a record that we delivered a service.  
 
We will take reasonable precautions to prevent the loss, misuse or alteration of information you give us. 
 
Communications in connection with our services may be sent by e-mail. For ease of use and 
compatibility, communications will not be sent in an encrypted form unless you require it and provide the 
certification to enable us to communicate with you in that way. E-mail unless encrypted is not a fully 
secure means of communication. Whilst we endeavour to keep our systems and communications 
protected against viruses and other harmful effects, we cannot bear responsibility for all communications 
being virus-free. We normally communicate with clients by telephone, in writing or face to face. 
  
 B. Information About You – Our Volunteer 
 
What information do we collect?  
 
We will collect personal information from you when you apply to volunteer with us. If you decide not to 
follow this up, or after interview it is decided that volunteering with Craft4Smiles is not right for you, your 
information will be destroyed. If you do volunteer with us, we will retain an electronic copy of your 
application form so that we have up to date contact details in order to tell you about volunteering 
opportunities, training and events. We need to have your consent to store, process and share information 
about you. 

mailto:fiona@craftsmiles-cic.org.uk
mailto:fiona@craftsmiles-cic@gmail.com
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If you require a copy of the information about you that we hold, this can be requested by emailing 
fiona@craftsmiles-cic.org.uk or in writing to Craft4Smiles, Registered Office, Wilton Mutlow, 2nd Floor, 
Dagnall House, Lower Dagnall Street, St Albans, AL3 4PA.   

If you would like us to correct or update any information, or if you would like information deleted from our 
records, this can be requested by emailing fiona@craftsmiles-cic.org.uk or in writing to Craft4Smiles, 
Registered Office, Wilton Mutlow, 2nd Floor, Dagnall House, Lower Dagnall Street, St Albans, AL3 4PA. ,  
If you correct any information that we hold, we are required to share that correction with anyone we have 
shared the information with. 
 
How do we use your information? 
 
Personal information about our clients will only be used to provide you with information about clients we 
would like you to work with or about training or social events which are part of our support for volunteers 
and to arrange meetings with your co-ordinator. We will not share your information with our partners or 
any third parties unless we have safeguarding concerns or you have agreed that the information can be 
shared with a community group or scheme e.g. a car scheme or time credits that you have expressed an 
interest in as part of your volunteering 
 
Storage and Security 
 
We store the information on a password protected system which is only accessible by our staff. 3 years 
after you cease to volunteer with Craft4Smiles we will remove anything which could identify you and 
destroy and paper records. 
 
We will take reasonable precautions to prevent the loss, misuse or alteration of information you give us. 
 
Communications in connection with our services may be sent by e-mail. For ease of use and 
compatibility, communications will not be sent in an encrypted form unless you require it and provide the 
certification to enable us to communicate with you in that way. E-mail unless encrypted is not a fully 
secure means of communication. Whilst we endeavour to keep our systems and communications 
protected against viruses and other harmful effects we cannot bear responsibility for all communications 
being virus-free. We normally communicate with volunteers by telephone, by email or face to face, If we 
send the information by email it will be password protected. 
 
B. Information About You – Our Employee 
 
We will collect personal information from you when you apply to work for us. If you decide not to follow 
this up, or after interview it is decided not to appoint you, then your application information will be 
destroyed six months after the interview date for the post you applied for. If you are appointed to a post, 
we will retain your application information as the basis of your personnel file. We need to have your 
consent to store, process and share information about you. For employees appointed after May 2018, 
this consent is included in the application form., For staff appointed before that date, consent was sought 
during April 2018.  
 
Personal information will be used for the following: 
 
1. Making a decision about your recruitment or appointment; 
2. Determining the terms on which you work for us; 
3. Checking you are legally entitled to work in the UK; 
4. Paying you and deducting tax and National Insurance contributions; 
5. Liaising with your pension provider and, if appropriate, your childcare voucher provider;  
6. Administering the contract we have entered into with you; 
7. Business management and planning, including accounting and auditing; 
8. Conducting performance reviews, managing performance and determining performance  
            requirements; 

mailto:fiona@craftsmiles-cic.org.uk
mailto:fiona@craftsmiles-cic@gmail.com
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9. Making decisions about salary reviews and compensation; 
10. Assessing qualifications for a particular job or task, including decisions about promotions; 
11. Gathering evidence for possible grievance or disciplinary hearings; 
12. Making decisions about your continued employment or engagement; 
13. Making arrangements for the termination of our working relationship; 
14. Education, training and development requirements; 
15. Dealing with legal disputes involving you, or other employees, workers and contractors, including 
            accidents at work; 
16. Ascertaining your fitness to work; 
17. Managing sickness absence; 
18. Complying with health and safety obligations; 
19. To prevent fraud; 
20. To monitor your use of our information and communication systems to ensure compliance with  
            our IT policies; 
21. To ensure network and information security, including preventing unauthorised access to our   
            computer and electronic communications systems and preventing malicious software distribution;                                            
22. To conduct data analytics studies to review and better understand employee retention and  
            attrition rates; 
23. Equal opportunities monitoring; 
24. We will use your particularly sensitive personal information in the following ways: 
 

i) Information relating to leaves of absence, which may include sickness absence or  
            family related leaves, to comply with employment and other laws; 
ii) Information about your physical or mental health, or disability status, to ensure your  
            health and safety in the workplace and to assess your fitness to work, to provide  
            appropriate workplace adjustments, to monitor and manage sickness absence and  
            to administer benefits; 
iii) Information about your race or national or ethnic origin, religious, philosophical or     
            moral beliefs, your gender or your sexual life or sexual orientation, to ensure  
            meaningful equal opportunity monitoring and reporting; 
iv) Information about trade union membership to pay trade union premiums, register  
            the status of a protected employee and to comply with employment law obligations. 

 
Do we need your consent? 
 
We do not need your consent if we use special categories of your personal information in accordance 
with our written Information Governance policy to carry out our legal obligations or exercise specific rights 
in the field of employment law. In limited circumstances, we may approach you for your written consent to 
allow us to process certain particularly sensitive data. If we do so, we will provide you with full details of 
the information that we would like and the reason we need it, so that you can carefully consider whether 
you wish to consent. You should be aware that it is not a condition of your contract with us that you agree 
to any request for consent from us. 
 
Information about Criminal Convictions  
 
We may only use information relating to criminal convictions where the law allows us to do so. This will 
usually be where such processing is necessary to carry out our obligations and provided we do so in line 
with our data protection and safeguarding policies. Less commonly, we may use information relating to 
criminal convictions where it is necessary in relation to legal claims, where it is necessary to protect your 
interests (or someone else’s interests) and you are not capable of giving your consent, or where you 
have already made the information public. We may also process such information about members or 
former members in the course of legitimate business activities with the appropriate safeguards. 
We envisage that we will hold information about criminal convictions that are not filtered for a DBS check. 
 
We will only collect information about criminal convictions if it is appropriate given the nature of the role 
and where we are legally able to do so. Where appropriate, we will collect information about criminal 
convictions as part of the recruitment process or we may be notified of such information directly by you in 
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the course of you working for us. We will use information about criminal convictions and offences that are 
not filtered in connection with DBS checks to ensure the safety of our staff and clients. We are allowed to 
use your personal information in this way to carry out our obligations to protect the safety of our clients 
and staff.  
 
Access to data 
 
Personal data on staff is only accessible by the Directors. We will share your data with some third parties 
including payroll, pension and childcare voucher providers. We require third parties to respect the 
security of your data and to treat it in accordance with the law. Information about staff is retained for 7 
years after they leave Craft4Smiles and is then destroyed.   
 
Security 
 
We will take reasonable precautions to prevent the loss, misuse or alteration of information you give us. 
Communications in connection with your employment will be sent by internal email which is more secure 
than external email or by other means of communication. E-mail unless encrypted is not a fully secure 
means of communication. Whilst we endeavour to keep our systems and communications protected 
against viruses and other harmful effects, we cannot bear responsibility for all communications being 
virus-free. We normally communicate with staff by telephone, by email or face to face.  
 
Other information 

 
If you require a copy of the information about you that we hold, this can be requested by emailing 
fiona@craftsmiles-cic.org.uk or in writing to Craft4Smiles, Registered Office, Wilton Mutlow, 2nd Floor, 
Dagnall House, Lower Dagnall Street, St Albans, AL3 4PA.   

If you would like us to correct or update any information, or if you would like information deleted from our 
records, this can be requested by emailing fiona@craftsmiles-cic.org.uk or in writing to Craft4Smiles, 
Registered Office, Wilton Mutlow, 2nd Floor, Dagnall House, Lower Dagnall Street, St Albans, AL3 4PA. ,  
If you correct any information that we hold, we are required to share that correction with anyone we have 
shared the information with. 

We reserve the right to change or update this privacy notice at any time. Questions about this 
privacy notice should be directed to fiona@craft4smiles-cic.org.uk 

 
ANNEX 2 Information Handling Standards 
 
Handling Paperwork 

Handling 
paperwork AT 
HOME 

Keep a minimum of paperwork and keep it for a minimum time.  
 
Prevent casual viewing of information in use. Do not leave personal information 
unsupervised including on desks/tables or in unlocked cupboards – clear desks. 
 
When not in use, store paper based person-identifiable information in locked 
drawers/cabinets. 

Handling 
paperwork AT 
HOME cont.  

Maintain a clear desk policy at the end of the day I.e. ensure that any records 
used in the course of Craft4Smiles duties are cleared and locked away at the 
end of the day/when not in use. If you do not have a lockable place to keep your 
records, the organisation will pay, within reason, for you to buy something 
appropriate.  

mailto:fiona@craftsmiles-cic.org.uk
mailto:fiona@craftsmiles-cic@gmail.com
mailto:fiona@craft4smiles-cic.org.uk
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 Hold information securely, keeping out of sight (e.g. in briefcase or bag kept 
with you) out of access and locked if possible. 
 
Do not leave information unattended in a vehicle, particularly overnight. If you 
must leave information in your car for a short time it should be in the boot so it 
is out of sight. 
 
Employees and volunteers must make a log of any paper records files that they 
have taken with them e.g. to a craft group and must log when they are returned. 

DISPOSAL 
Handling 
paperwork AWAY 
FROM HOME of 
paperwork 

Never put personal or financial information directly into a general waste bin or 
recycling bin.  
 
Disposal must be via shredding. This applies to all papers pertaining to 
Craft4Smiles whether they relate to individuals – employees, volunteers and 
group participants – and the organisation including newsletters and notes of 
meetings. If you do not have a shredder, the organisation will pay, within 
reason, for you to buy one.  

Secure printing, copying and scanning 

Secure printing 
AT HOME 

Be aware of who is at home with you and ensure that they do not have access 
to anything that is confidential that you are printing. Remove anything that is 
confidential from the printer straight away.  

Secure scanning 
AT HOME 

Be aware of who is at home with you and ensure that they do not have access 
to anything that is confidential that you are scanning. Remove anything that is 
confidential from the scanner straight away.  

Secure use of postal services 
Preparing 
materials to post 

The main reason for volunteers or employees to send an item by post is to send 
materials to participants for craft lessons. No confidential information should be 
included in the letter or parcel sent and no mark identifying Craft4Smiles should 
be included on the external packaging. Nothing else should be sent by post 
without first consulting and securing the consent of a Director, including where 
the letter or parcel is to be sent to another volunteer or to an employee.  
 
Electronic personal data must never be sent by post (e.g. USB sticks, CD, etc.). 

Handling electronic information 
 
 To be developed as the organisation starts to hold information electronically.  
Handling Verbal Information  
Secure telephone 
AWAY FROM 
HOME 

Check that it is convenient for the person to take the call. If in a public place. 
Consider who is around you when making telephone calls and exercise   
discretion in what is said, applying the Caldicott principles. Do not disclose 
information by phone where you can be overheard. If the conversation is very 
sensitive, postpone it until you are at home and take the precautions identified 
below.  
Do not share personal and/or sensitive information with unless checks have 
been done to confirm they are who they say they are. Where the caller is a 
frequent contact, the caller may be recognised by their voice. Otherwise, it is 
recommended that the caller be asked to confirm key facts about themselves 
that we hold (e.g. address or date of birth). 
 
Do not include information at this level of sensitivity in a voicemail message or 
convey it to anyone other than the intended recipient (including family 
members, carers or guardians, unless we have confirmation that they have the 
authority to act on behalf of the involved person). 
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Secure 
telephone 
use AT 
HOME 

Check that it is convenient for the person to take the call.  
 
Do not share personal and/or sensitive information with unless checks have 
been done to confirm they are who they say they are. Where the caller is a 
frequent contact, the caller may be recognised by their voice. Otherwise, it is 
recommended that the caller be asked to confirm key facts about themselves 
that we hold (e.g. address or date of birth). 
 
Where information can be overheard by other people, do not inappropriately 
disclose any matter that they should keep confidential. If information is very 
sensitive, take the conversation to an alternative location e.g. a meeting room 
or quiet area. 
 
Do not include information at this level of sensitivity in a voicemail message or 
convey it to anyone other than the intended recipient (including family 
members, carers or guardians, unless we have confirmation that they have the 
authority to act on behalf of the involved person). 

Receiving 
incoming 
telephone 
calls 

Consider who is around you when making telephone calls and exercise 
discretion in what is said. 
 
Do not share personal and/or sensitive information with a caller unless checks 
have been done to confirm they are who they say they are. Where the caller is 
a frequent contact, the caller may be recognised by their voice. Otherwise, it is 
recommended that the caller be asked to confirm key facts about themselves 
that we hold (e.g. address or date of birth). 
 
In a public place, you should not share any personal information unless you are 
totally confident that you cannot be overheard. Consider whether you should 
refer to ‘the client’ rather than using a name as much as possible and always if 
there is any likelihood of being overhead. 

Face to face 
conversation  

Consider who is around you when making telephone calls and exercise 
discretion in what is said. 
 
In a public place, you should not share any personal information unless you are 
totally confident that you cannot be overheard. Consider whether you should 
refer to ‘the client’ rather than using a name as much as possible and always if 
there is any likelihood of being overhead. 

 
ANNEX 3: Procedure for the Management of Data Breaches 
 
The purpose of this appendix is to detail the procedures which are in place for managing any data 
breaches to ensure that the following occur: 
 

• Containment and recovery;  
• Assessment of ongoing risk; 
• Notification of breach if relevant; 
• Evaluation and response. 

 
A data breach can occur in many ways, but may be described as being:  
 

• Loss or theft of information/data held in paper or electronic form; 
• Loss of equipment on which data is stored; 
• Inappropriate access controls or failure of these controls allowing unauthorised  
o access, use or changes to information/data;  
• Equipment failure; 
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• Human error e.g. overwriting data; 
• Unforeseen circumstances e.g. flood/fire/explosion; 
• Hacking attack; 
• ‘Blagging’ – obtaining information by deception; 
• Accidental or deliberate disclosure of information to a third party.  

 
However a breach occurs, steps must be taken to minimise the impact of the loss and measures taken to 
prevent recurrence. 
 
The following steps must be taken on discovery of a data breach or weakness: 
 

• Report the incident to the Director responsible for organisation and governance;  
• The Director responsible for organisation and governance will log the breach and  
            will decide whether to investigate themselves or appoint another Director as  
            Incident Advisor;  
• The Director responsible for organisation and governance will take immediate  
            action to prevent further incidents occurring in the same way; 
• Stakeholders /regulatory bodies (as appropriate) are notified under the direction of  
            the Director responsible for organisation and governance; 
• The incident will be investigated to determine how and what information has been 
            compromised – by the Director responsible for organisation and governance and  
            the person who informed the Director of the incident Advisor and the employee/s  
            or volunteer concerned. If personal Information has been breached, the Director for  
            organisation and governance will inform the Information Commissioner’s Office;  
• The Director for information and governance will take steps to recover/re-instate  
            information (as appropriate); 
• The incident will investigated in full with improvements identified and implemented  
            to procedures etc. to prevent re-occurrence. Consideration will be as to whether  
            this policy and associated procedures were followed, and if not why this was the  
                  case will be explored;  
• Training and supervision and/or disciplinary will be taken as deemed appropriate  
            following investigation.   

 
   ANNEX 4 Retention periods for information  
  There is a requirement to retain documentation for specified periods as listed below.  
 

Financial Documentation 
Document type Required retention period 
Accounting records 7years 
Income tax and NI returns, tax records, 
correspondence with Inland Revenue 

7 years after the end of the financial year to which 
they relate 

Wage / salary records 7years 
Statutory Sick Pay records 7years after the end of the tax year to which they 

relate 
Statutory Maternity Pay records 7 years after the end of the tax year in which the 

maternity period ends 
 

Personnel documentation 
Document type Required retention period 
Accident books 3 years after the date of the last entry 
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Application forms and interview notes (for 
unsuccessful applicants) 

6 months 

Personnel files and training records (including 
disciplinary records and working time 
records) 

7 years after employment ceases 

Redundancy details, calculations of 
payments, refunds, notification to the 
Secretary of State 

7 years from the date of redundancy 

Trade union agreements 10 years after ceasing to be effective 

 
 
APPENDIX H: VOLUNTEER ROLES AND VOLUNTEER TRAINING POLICY  

 
1. Introduction  

 
Participants in crafting activities will be offered the opportunity to be volunteers, being involved in the 
delivery of crafting activities and the running of the organisation. This principle is at the heart of the 
Craft4Smiles operation, supporting achievement of our mission and objectives i.e. to help 
participants increasingly to be able to contribute to the communities in which they live and to and 
move towards employment. For some, it will lead to employment with Craft4Smiles as craft tutors or 
in other parts of the organisation and/or self-employment e.g. having their own crafting business. All 
participants in Craft4Smiles crafting activities will be informed of the opportunities available with  
discussion and support led the individual’s expressed aims and interests.  
 
There are certain things that it is necessary to understand relating to the workplace in general or the 
Craft4Smiles specific area of work e.g. crafting, retail, health and social care delivery, information 
technology and the basics of how an organisation should be run to operate safely and effectively:  

 
• Health and Safety at Work; 
• Safeguarding Adults;  
• Data Protection and Security;  
• A basic understanding of the policies and procedures contained in the Craft4Smiles 
Staff and 
            Volunteer handbook;   
• The Craft4Smiles crafting curriculum;  
• ‘Let’s Talk About Recovery East’ (Pre: Covid-19: Recovery College East. We are a  
             co-production partner with them. So that you have an understanding of what the 
             Recovery College East is and meet those who run it, we would like you to attend the  
             course5.)  

 
As volunteers develop and moves towards achieving the role that they are working towards, there 
are additional skills that those who want to become craft tutors will need. These skills can be 
acquired over time and at a pace chosen by the individual. Directors will work with people to decide 
how best to approach this. Equipment will be either loaned or given and training and support will be 
offered.  
 
Courses that cover most of the essential areas that will allow anyone who does not have the basic 
knowledge necessary to be a volunteer and/or craft tutor have been sourced equip. Additional 
courses can be sourced according to individual interest.  
 

 
 

5 Remains in the list but under review as Recovery College East reviews its operation in light of the Covid-19 pandemic. Therefore not a 
requirement currently.  



 

61 
 
 
 

2. Sources of Training  
 

A. Steadfast Training: http://www.steadfasttraining.co.uk/about-us-1.asp 
Overview: ‘Nationally recognised provider of quality Vocational Training, 
Apprenticeships, Employability courses and Online Courses throughout the East of England and 
Greater London’. (Our) ‘vision is to make a positive difference to people’s lives by providing 
outstanding learning opportunities. We care about the welfare, needs and ambitions of all our learners, 
we ensure each individual receives a nationally recognised qualification and great career prospects.’ 
Course 
Name 

Length Location Relevance  

Health 
and 
Safety 
Level 1  

1–2 hrs e-learning  Why health and safety is important (for low risk 
environments) 

GDPR 
Short 
Course 

20-40 
mins 

e-learning Gain a quick understanding of GDPR 
requirements 

Equality, 
Diversit
y Short 
Course 

2- 3 hrs  e-learning Understand the importance of equal 
opportunities for all 

Health 
and 
Safety 
Level 2  

  Gain greater understanding of health and 
safety at work 
Accidents inc. slips, trips and falls 
Falls 
Fire 
First aid 
Hazardous substances (COSHH) 
Legal responsibility  
Manual handling 
Risk assessment  
Work equipment 
Workplace health, safety and welfare 

Care 
Certifica
te  
(Knowle
dge 
element: 
not 
accredit
ed) 

30 – 60 
mins 
per 
course 
(13 
courses 
= 7.5/8 - 
13 hrs   

 Understand your role 
Your personal development 
Duty of care 
Equality and diversity 
Work in a person-centred way 
Communication 
Privacy and dignity 
MH/LD/Dementia  
Safeguarding adults 
Safeguarding children 
Basic life support 
Health and safety 
Handling information 
Infection prevention and control  

B. Cambridgeshire County Council and Peterborough City Council 
Overview:  Minimum training requirement of Cambridgeshire County Council and Peterborough 
City Council for safe working with adults. This training links to the learning outcomes in the UK 
Core Skills Training Framework 

Open Access sessions http://www.e-lfh.org.uk/programmes/safeguarding-adults/open-access-
sessions/  

Eligibility: No core requirements 
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Course 
Name 

Length Location Relevance  

Safegua
rding 
Adults 
Level 1 

30 
minutes 
plus 5 
minutes 
assess
ment 

e-learning Introduction to Safeguarding Adults  
http://www.safeguardingcambspeterborough.org.
uk/home/covid-19/e-learning-during-covid/ 
/ 

Safegua
rding 
Adults 
Level 2  

30 
minutes 
plus 5 
minutes 
assess
ment 

e-learning Includes Prevent Basic Awareness, Mental 
Capacity Act & Deprivation of Liberty 
Safeguards) 30 minutes 
http://www.safeguardingcambspeterborough.org.
uk/home/covid-19/e-learning-during-covid-19/ 

C. The Open Study College  
Overview: This is taken from the Open Study College website:  
Open Study College are a distance learning college committed to helping people achieve their 
personal or career goals. We understand that life is busy, that’s why we offer over 600 courses, 
all designed to study around your existing work and life commitments. As a family founded 
college, we think of everyone as an extended member of our family. Our team, our tutors and 
most importantly our students. You won’t be alone throughout your study journey, and we’re here 
to support you every step of the way.Join us and be part of an award winning distance learning 
college. https://www.openstudycollege.com/courses/cache-health-social-care-2 
 
Eligibility: No core requirements 
Course 
Name 

Length Location Relevance  

CACHE 
Level 2 
Certifica
te in 
Health 
and 
Social 
Care 
OSC113
8 

240 
hours 
study to 
be 
complet
ed 
within 1 
year at 
a pace 
determi
ned by 
the 
individu
al.    

e-learning Gain an understanding about the fundamental 
principles of health and social care 
Develop your knowledge in equality, diversity 
and rights 
Gain a nationally recognised qualification in 
Health and Social Care to kick-start your 
career 
Personal course tutor allocated at enrolment  
Assessment: tutor assessment of assignments  
Free access to the CACHE Alumni for 2 years 
when you enrol on your course. 

HSC M1: 
Equality, 
Diversit
y and 
Rights 
in 
Health 
and 
Social 
Care  

 e-learning Understand equality, diversity and inclusion in 
health and social care 
Legislation, policies, procedures and codes of 
practice in relation to equality, diversity and 
inclusion 
Understand discrimination 
Approaches to challenge discrimination 
How the health and social care practitioner’s 
own values, beliefs and experiences can 
influence delivery of care 
Understand person-centred practice  
How person-centred practice is used to support 
individuals 
Impacts of person-centred practice on 
individuals  

http://www.safeguardingcambspeterborough.org.uk/home/covid-19/e-learning-during-covid/
http://www.safeguardingcambspeterborough.org.uk/home/covid-19/e-learning-during-covid/
http://www.safeguardingcambspeterborough.org.uk/home/covid-19/e-learning-during-covid/
http://www.safeguardingcambspeterborough.org.uk/home/covid-19/e-learning-during-covid-19/
http://www.safeguardingcambspeterborough.org.uk/home/covid-19/e-learning-during-covid-19/
https://www.openstudycollege.com/courses/cache-health-social-care-2
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Ethical dilemmas that may arise when 
balancing individuals’ rights of duty of care 

HSC M2: 
Human 
Growth 
and 
Develop
ment 

 e-learning Understand human growth and development 
across the lifespan 
The life stages of human growth and 
development 
Social, emotional, cognitive and physical 
development within each life stage  
Holistic development 
Understand influences which impact upon 
human growth and development  
The nature versus nurture debate in relation to 
human growth and development 
The medical model of health and well-being 
The medical model of health and wellbeing 
Factors which impact upon human growth and 
development 
Understand significant life events across the 
lifespan 
The impact that significant life events may 
have on an individual 
Understand how health and social care 
services meet the care needs of individuals 
through the lifespan 
How health and social care services meet the 
care needs of individuals through the life 
stages 

HSC M3: 
Safegua
rding 
and 
Protecti
on in 
Health 
and 
Social 
Care  

 e-learning Legislation, policies, procedures and codes of 
practice in relation to safeguarding and 
protection 
Understand the role and responsibilities of the 
health and social care practitioner in relation to 
safeguarding 
How the health and social care practitioner 
safeguards individuals and themselves 
Understand types of abuse  
Signs, symptoms, indicators and behaviours 
which may cause concern 
Factors which contribute to an individual being 
vulnerable to harm or abuse 
Understand action to be taken by the health 
and social care practitioner in response to 
evidence or concerns that an individual is at 
risk or has been harmed or abused  
The responsibilities of the health and social 
care practitioner in relation to whistleblowing  
The boundaries of confidentiality in relation to 
the safeguarding, protection and wellbeing of 
individuals 
Understand the benefits of working in 
partnership in relation to safeguarding and 
protection 

 
Key 

 Essential for Craft4Smiles members who are volunteers, assistant. tutors or tutors and 
can be accessed by any Craft4Smiles member following discussion with the Directors.  
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 To be considered on a person by person i.e. skills needed over time but you may 
already have these skills – for Craft4Smiles members who are volunteers, assistant 
tutors or tutors and can be accessed by any Craft4Smiles member following 
discussion with the Directors. 

 
 
APPENDIX I: SICKNESS AND ABSENCE POLICY  
 
Craft4Smiles will ensure that employee sickness and absence is managed in line with legal requirements 
and good practice. The aim is to be sensitive and respond to the needs of the employee whilst also  
meeting the needs of the business. In working with volunteers, the same principles will be applied. The      
policy is still to be developed.  
 
 
APPENDIX J: HOME WORKING POLICY 
 
Having adapted to the circumstances created by the Covid-19 pandemic, all Craft4Smiles activities -   
preparation and delivery of courses are now all done at home with the latter being via the internet. With  
the potential for a blurring of the boundaries between home and work that this brings, it is essential that a 
good work/life balance is maintained by employees and volunteers. The Directors are committed to 
ensuring that this balance is maintained. The policy below is based around a full working week of 37.5 
hours and applies equally to employees and volunteers.  
 
 
 
1. Home Working Principles  
 
When working from home, the normal rules, procedures and expected standards of conduct and 
performance continue to apply to both employees and volunteers.  For employees, working from home 
may affect home and contents insurance policies. You must inform your insurance company and make 
any adjustments necessary. 
 
2. Hours of work  

Unless otherwise indicated, you will not be subject to fixed hours of work and will be free to perform your 
work at home at times that suits you. You should work your normal contractual hours while temporarily 
homeworking. When you are working from home, you must ensure that you take adequate breaks as 
follows:  

 
• A break of at least 20 minutes for every four hours worked;  
• A daily rest break of at least 11 hours; and  
• At least one 24-hour break per week.  

 
Equipment and Expenses 
 
Craft4Smiles will provide all equipment reasonably required for you to work or volunteer from home. If 
you are a trainee tutor, as before the Covid-19 pandemic, most of this will be given to you. The Directors 
will ensure that what equipment belongs to employees and volunteers and what is on loan is clearly 
identified. This will be stated in a letter that will accompany any items provided.  
                
Where equipment is provided you must:  
 

• Only use it for the purposes for which it was provided; with most of equipment this  
            includes use to produce items for sale or gifts;  
• Take reasonable care of it;  
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• Ensure that it is covered for theft and accident under the terms of your home  
            contents insurance policy;  
• Make any items loaned to you available for collection on the termination of  
            employment or role as a volunteer and at any other time if requested to do so.  

 
We will maintain the equipment at our expense, but employees and volunteers are responsible for  
any damage to the equipment which goes beyond ordinary wear and tear or accident, hence the  
requirement for insurance above.  
 
Craft4Smiles will provide the materials and supplies needed to prepare and deliver courses. If the  
Directors deem that it is likely that an employee or volunteer is making use of these items for their 
own activities, this will be discussed with the individual under the Disciplinary policy. Action that is  
commensurate with their findings will be taken.  
 
Craft4Smiles is not responsible for any costs associated with working from home, including the 
Costs of heating, lighting, electricity or broadband internet charges. 
 
4. Health and Safety  
 
Homeworkers have the same health and safety duties as other workers. You will be required to 
take reasonable care of your own health and safety while working at home and should comply  
with our Health and Safety Policy and follow all health and safety instructions issued by us from  
time to time.  

 
Do not give members, other contacts or third parties your home address or phone number.  
We retain the right to check all homeworking areas for health and safety purposes, including risk 
assessments to consider, for example, work equipment; display screen equipment; first aid access.  
 
Any health and safety concerns or accidents at home while undertaking activities on behalf of  
Craft4Smiles must be reported immediately to one of the Directors.  
 
 
APPENDIX K: SUPPORTING PERFORMANCE AND MANAGING CAPABILITY POLICY  
 
1. Introduction  

 
Craft4Smiles aims to help employees and volunteers to use their current capabilities and skills to the full 
and to develop to their full potential. Directors will provide support, supervision and training to employees 
to support this and have developed appropriate systems to support this. For volunteers these systems 
will be adapted to suit the needs of each volunteer according to their role and their aims and reasons for 
volunteering.  This policy covers the following: 
 

• Probationary period; 
• Supporting good performance;  
• Addressing capability.  

 
2. Probationary Period   
 
On joining the organisation, employees will serve an agreed amount of time as a probationary period. 
The timescale will be set out in the contract of employment. The areas to be covered through induction 
and initial objectives will be agreed at the beginning of the period. There is no probationary period for 
volunteers whether they are working towards becoming a tutor undertaking any other role. However, 
Directors will work with the volunteer to identify and review progress towards reaching goals. In both 
cases, the detail of what has been agreed will be written down. The individual will be provided with a 
copy. The timescale for review and timing of sessions to provide support and monitor progress will be 
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included.  
 
Trainee tutors will be deciding whether they want to work for us while they are training and, while supporting 
and helping you to develop, we will be assessing your ability to undertake this role as you develop at your 
own pace. When both you and the Director working with you agree that you are ready to lead a group, and 
we need the additional capacity you offer, we will offer you a contract of employment with us. If, for some 
reason you do not move into a paid role with us, we will discuss the option of continuing as volunteer 
assistant to a tutor.  Depending on circumstances, it may be necessary to ask more experienced trainees 
to make room for new people who wish to train as tutors. In these circumstances, we will find a way to 
enable you to continue to participate in our crafting activities.  
 
If you are an employee and, for any reason, you do not reach the standards required during your 
probationary period, your employment may be terminated with the period of notice specified in your contract 
of employment or your probationary period may be extended by mutual agreement for up to a further 3 
months. Either of these options will be fully discussed with you at the time and the reasons for our decisions 
explained to you. 

 
At the end of an employee’s probationary period, the Craft4Smiles appraisal system will be used to 
support performance. The appraisal system aims to ensure that key expectations and outcomes from the 
role are clear and that how the support and any training and development necessary will provided along 
with the timescales for that.  For volunteers, supervision and support based on the Craft4Smiles 
approach to appraisal will be provided.  
 
 
2. Supporting Performance and Addressing Capability  

 
Craft4Smiles places great importance on supporting and maintaining levels of performance to an 
acceptable standard and the capability procedure provides a fair and objective process to help to ensure 
that those standards are met. in every aspect of our operations. A section on capability has been 
developed to address situations where employees are ‘failing in a significant or persistent way to carry 
out their responsibilities or duties in a satisfactory manner, either due to a lack of ability, inadequate 
training or lack of experience’. 
 
The approach to addressing concerns about capability with volunteers is less formalised. However, the 
principles that underpin how employees discharge their responsibilities and how capability is addressed 
apply equally to volunteers. Where there is concern about the capability of a volunteer, the action taken 
and support given will be tailored to the intentions of the individual in taking on a volunteering role in the 
context of the needs of the organisation.  Discussion will include considering other roles that may match 
the individual’s objectives, experience and skills more closely.  
 
Craft4Smiles defines capability as being: 
 

"Where a member of staff is failing in a significant or persistent way to carry out their 
responsibilities or duties in a satisfactory manner, either due to a lack of ability, inadequate 
training or lack of experience. Such failings will be identified by use of the following procedures 
and steps taken to improve performance. Where such steps prove unsuccessful the member of 
staff may have their employment terminated on the grounds of incapacity". 

 
The procedures set out in this document aim to ensure that there is: 
 

• A method of monitoring performance;  
• A degree of consistency in how staff with widely differing responsibilities and duties 
           are given to attain satisfactory levels of performance; 
• Assistance in identifying and providing the most appropriate form(s) of support and  
           training; 
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• If a member of staff fails to overcome their difficulties, any consequent action will  
            be based on: 

• Adequate evidence that the member of staff is incapable of performing their  
            duties satisfactorily; 
• A fair procedure; 
• The fact that the member of staff was given all reasonable assistance to  
            overcome such failings. 

 
Capability Procedure Stage 1 - Informal Procedure  
 
Where an employee of the Craft4Smiles exhibits an inability to perform their duties satisfactorily, the 
organisation will attempt to resolve the matter informally via a meeting between a Director and employee. 
The nature and date of the meeting will be recorded, and a letter sent to the member of staff indicating 
the nature of their unsatisfactory performance and how such performance can be improved to the 
satisfaction of the Director. The member of staff should be informed that they may be accompanied at 
any meetings by a trade union representative or work colleague. At this meeting, the Director will agree 
performance standards with the employee and a time period between one and two months over which 
improvement will be expected. The Line Manager and the member of staff will also agree how the 
individual’s performance will be monitored. 
 
If the individual’s performance improves adequately over the timescale, then the process will terminate at 
this stage. If performance remains unsatisfactory, then the formal procedure will be invoked by the 
Director as set out in stage 2. 

 
 

Capability Procedure Stage 2 - Formal Procedure - Information Collection 
 
The Director may call on the support of another Director, to collect the necessary information. They would 
be expected to interview the employee concerned and the Director, as well as any other appropriate 
individuals. The employee will be informed that they may be accompanied at any meetings by a trade 
union representative or work colleague. 

 
A written report based on evidence gained e.g. by interviews and observation of performance will be 
prepared by the second Director. The report should be precise and specific in the observations and 
comments it makes and shall contain clear information on: 
 

• Areas where the employee is failing to perform adequately; 
• Actions already taken by management to address these failings and whether these  
            actions were adequate - i.e. were clear performance standards set and monitored; 
• Whether the employee acknowledges a problem and shows a willingness to  
                 improve; 
• The impact of the individual’s failings on colleagues and work output; 
• Any other mitigating factors.  

 
The report will be given to the member of staff concerned and to the first Director. Both may record in 
writing any comments on the observations contained within the report. The second Director will consider 
the report, and may opt to take one of the following options: 
 

• No further action; 
• Set reasonable performance standards for the individual and monitor these for a      
            set period of time. (This option should be chosen if this has not previously been  
            carried out adequately); 
• Convene a formal capability hearing to consider the matter further. 

 
Capability Procedure: Stage 3 – First Capability Hearing 
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The Director will write to the member of staff informing them of the date of the hearing, attaching any 
relevant documentation. The letter shall contain: 
 

• The performance deficits in sufficient detail to ensure that the member of staff fully 
            comprehends their nature, extent and seriousness; 
• The time, date and venue of the interview;  
• The person (Director) who will conduct the interview;  
• A statement that all employees have the right to be accompanied by a trade union 
            representative or work colleague at any interview or hearing held under the  
            provision of these procedures; 
• At least 10 days’ notice of the hearing;  

 
At the hearing, the employee will be given the opportunity to put forward a defence, to present mitigating 
circumstances and to make a full statement. A written copy of the procedure to be adhered to during the 
hearing should be made available to the member of staff before the hearing takes place. 
 
If a lack of capability is established, then a decision on the action to be taken must be made. Depending 
on the nature, frequency and seriousness of the poor performance it is expected that at this stage a 
warning will be given, and this will be confirmed in writing. A letter should be sent to the member of staff 
confirming the decision and the reason(s) why it was made. The letter will also indicate that the member 
of staff's progress will continue to be monitored and how this will be carried out. A time scale for 
performance to improve usually one month and a review date(s) will be specified. 
 
If the failings are found to be not sufficiently serious to warrant a formal warning or where there are 
sufficient mitigating circumstances, then monitoring should be discontinued subject to a clear indication to 
the member of staff that it may be reintroduced if the problem(s) reappear. 
 
Capability Procedure Stage 4 - Second Capability Hearing 
 
If poor performance continues, the process set out in stage 3 should be repeated. The time scale for 
improvement will depend on the nature of the duties and responsibilities of the employee concerned and 
the seriousness of the failings. If the conclusion of the second hearing is that performance has not 
sufficiently improved and that there is still evidence of incapability despite support and prior warnings, a 
final warning should be issued. 
 
The letter confirming the decision as well as covering the points made at Stage 3, should clearly state 
that if an improvement is not forthcoming, Craft4Smiles will convene a final meeting at which it will 
consider terminating the contract of the member of staff involved on the grounds of capability. 
 
Capability Procedure Stage 5 – Dismissal Hearing 
 
The Director will conduct the third hearing at which if previous advice, training and warnings have not had 
the desired effect, Craft4Smiles will terminate the contract of the employee concerned. The procedures 
outlined in Stage 3 will be followed 
 
Appeals 
 
An appeal against any decision to terminate the employee’s contract of employment on the grounds of 
capability may be made in writing to the relevant Director c/o Wilton Mutlow, 2nd Floor, Dagnall House, 
Lower Dagnall Street, St Albans, AL3 4PA or at fiona@craft4smiles-cic.org.uk or grahame@craft4smiles-
cic.org.uk within 14 days of the decision. The employee’s appeal will be heard by two Directors.  
Decisions made on appeal are final. 
 
Long-Term/Persistent illness 
 

mailto:fiona@craft4smiles-cic.org.uk
mailto:grahame@craft4smiles-cic.org.uk
mailto:grahame@craft4smiles-cic.org.uk
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Where any shortfall in expected performance arises from long term or persistent illness Craft4Smiles 
shall refer to the Sickness Absence Procedure (Appendix I).  
 
 
APPENDIX L: DISCIPLINARY POLICY  
 
1. Introduction 
 
This policy is designed to help and encourage all employees to achieve and maintain satisfactory 
standards of conduct, attendance and job performance. It applies to all employees and the aim is to 
ensure consistent and fair treatment for all. The document outlines Craft4 Smiles’ policy and commitment 
to operate a fair disciplinary procedure in relation to all its employees taking into account the 
recommendations of The Arbitration and Conciliation Advisory Service (ACAS). 
 
The intention is that potential disciplinary cases be dealt with at an early stage with a view to resolving 
problems as quickly as possible. The point at which disciplinary action is entered into, or the omission of 
any of the warning stages will depend entirely on the nature and seriousness of the offence. Thus, a 
series of minor offences or a repetition of one such offence may involve the entire warning process whilst 
a more serious offence may call for a final warning. Gross misconduct will lead to instant dismissal. 

 
All managers and supervisors have a responsibility to maintain discipline. Confidentiality will be 
maintained and information will only be shared on a ‘need to know basis’. 

 
It is equally important that volunteers discharge their responsibilities appropriately and effectively. The 
approach to addressing concerns about the way volunteers deliver is less formalised. However, the 
principles behind the standards that underpin employee conduct, attendance and performance apply 
equally to volunteers. Where a volunteer is thought to have or is clearly identified as having breached 
these requirements, the principles that apply to employees will be applied and the procedures will be 
followed in spirit but not to the letter.  
 
2. Procedure. The following procedure is designed to ensure that the handling and settlement of issues 
is achieved in a fair and equitable manner.  The aim of the procedure is to settle a grievance as near to 
the point of origin as possible. 
 
The steps in this procedure can be equally applied to a group of employees who share a grievance. It is 
the intention that all concerned will use their best endeavours to ensure that the spirit and intention of the 
procedure is honoured at all times. It is imperative that at all times matters relating to the grievance are 
treated with the utmost confidentiality by both parties at all times. 
 
Step 1: The employee should put their grievance in writing to a Director who will review the concern and 
decide which Director would be best placed to investigate the matter in a fair and objective manner.  
 
Step 2: The investigating Director will consider the grievance and undertake an investigation that is 
proportionate with the concern raised. Part of the investigation will include meeting with the aggrieved 
employee. Every effort will be made to arrange a grievance hearing within 7 days of receipt of the written 
grievance. The employee has the right to be accompanied to the hearing by a work colleague, Trade 
Union representative or representative not acting in a legal capacity. Notes will be taken at each 
investigation meeting. 
 
Step 3: At the hearing, the employee will be given the opportunity to detail their grievance and the 
manager will ask any questions in order to clarify and fully understand the issue. Another Director may 
attend the hearing in order to take notes. 
 
Step 4: On completion of the grievance hearing, the investigating Director will consider the issue and 
reply within 10 working days of the hearing with a decision. If this is not possible the employee will be 
contacted explaining the reason for the delay and will be given a date that the decision will be received.  
 



 

70 
 
 
 

Step 5: The employee will be provided with the outcome of the investigation in writing. There are many 
possible outcomes to a grievance investigation and this could range from the mediation of two 
parties in order to make a good working relationship, training needs being identified or even disciplinary 
action in some circumstances should a grievance be upheld. Where an employee does not refer the 
issue to the next stage of the grievance procedure it will be taken that they accepted the decision. 
 
Step 6: If the employee is dissatisfied with the outcome of the grievance, they have the right to appeal 
the decision and should then raise the matter directly with the investigating Director in writing within 5 
working days. An appeal hearing will be arranged. The employee will have the right to be accompanied to 
the hearing by a work colleague, Trade Union representative or representative not acting in a legal 
capacity. A Director not previously involved in the process will hear the appeal, and will consider the 
information gathered at the grievance investigation meetings jointly with the second Director. The 2 
Directors will decide the outcome of the grievance appeal and this will be the final stage in the grievance 
procedure. 
 
Mediation: Where it is not possible to resolve grievances in the workplace, it may possible to use a 
mediator. This could be an internal third party who has not been involved in the grievance process, or an 
external third party if that is more appropriate in the circumstances. 
 
Keeping Records: Records will be kept detailing: 
 

• The nature of the grievance raised; 
• The employer’s response; 
• Action taken; 
• Reasons for action taken; and 
• Whether there was an appeal and if so the outcome. 
 

Records will be treated as confidential and kept in accordance with the GDPR and the Data Protection Act 
1998, which gives individuals the right to request and have access to certain data. 
 
 
APPENDIX M: GRIEVANCE POLICY  
 
1. Introduction.  
 
Craft4Smiles recognises that employees may have problems and concerns about their work, working 
environment or working relationships that they wish to raise and have addressed. The aim  of this policy 
is to provide a mechanism for these to be dealt with fairly and quickly and at the lowest level possible 
within the organisation  at which the matter can be resolved. 
 
Where possible, and appropriate, grievances will be dealt with informally in discussion with the 
employee’s line manager. This can often lead to the speedy resolution of problems. If a grievance cannot 
be settled informally this procedure is intended to ensure that any grievance is settled fairly, consistently 
and in a timely manner. 
 
Each member of staff has a right to seek redress for a grievance about any area of their employment. No 
action will be taken against an employee for bringing a grievance. However, disciplinary action will be 
taken against vexatious grievances raised. 
 
This procedure is a statement of Craft4Smiles’ policy and commitment to operate a fair grievance 
procedure in relation to all its employees taking into account the recommendations of the Arbitration and 
Conciliation Advisory Service (ACAS). 
 
2. Procedure.  
 
Craft4Smiles has established a procedure that aims to ensure the fair and equitable handling and 
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settlement of issues. The aim of the procedure is to settle a grievance as near to the point of origin and 
as informally as possible. The procedure can be equally applied to a group of employees who share a 
grievance. It is the intention that all concerned will use their best endeavours to ensure that the spirit and 
intention of the procedure is honoured at all times. It is imperative that at all times matters relating to the 
grievance are treated with the utmost confidentiality by both parties at all times. 
. 
Step One: The employee should put their grievance in writing to their line manager. Where the grievance 
is against the employee’s line manager, then it should be raised with the next level of management. 
 
Step Two: The manager will consider the grievance issue and undertake an investigation. Part of the 
investigation will include meeting with the aggrieved employee. Every effort will be made to arrange a 
grievance hearing within 7 days of receipt of the written grievance. The employee has the right to be 
accompanied to the hearing by a work colleague, Trade Union representative or representative not acting 
in a legal capacity. Notes will be taken at each investigation meeting. 
 
Step Three: At the hearing the employee will be given the opportunity to detail their grievance and the 
manager will ask any questions in order to clarify and fully understand the issue. Another member of the 
management team (or an alternative appropriate member of staff) may attend the hearing along with the 
manager in order to take notes.  
 
Step Four: Upon completion of the grievance hearing the manager will consider the issue and reply 
within 10 working days of the hearing with a decision. If this is not possible the employee will be 
contacted explaining the reason for the delay and will be given a date that the decision will be received. 
The employee will be provided with the outcome of the investigation in writing. There are many possible 
outcomes to a grievance investigation and this could range from the mediation of two parties in order 
to make a good working relationship, training needs being identified or even disciplinary action in some 
circumstances should a grievance be upheld. Where an employee does not refer the issue to the next 
stage of the grievance procedure it will be taken that they accepted the decision. 
 
Step Five: If the employee is dissatisfied with the outcome of the grievance, they have the right to appeal 
the decision and should then raise the matter directly with the Directors in writing within 5 working days. 
 
Step Six: An appeal hearing will be arranged. The employee will have the right to be accompanied to the 
hearing by a work colleague, Trade Union representative or representative not acting in a legal capacity. 
A panel of at least two trustees not previously involved in the process will hear the appeal and will 
consider the information gathered at the grievance investigation meetings. This panel will decide the 
outcome of the grievance appeal and this will be the final stage in the grievance procedure. 
 
Step Seven: Where it is not possible to resolve grievances in the workplace, it may possible to use a 
mediator. This could be an internal third party who has not been involved in the grievance process, or an 
external third party if that is more appropriate in the circumstances. 
Keeping Records: Records will be kept detailing: 
 

• The nature of the grievance raised; 
• The employer’s response; 
• Action taken; 
• Reasons for action taken; and 
• Whether there was an appeal and if so the outcome. 

 
Records will be treated as confidential and kept in accordance with the GDPR and the Data Protection 
Act 1998, which gives individuals the right to request and have access to certain data. 
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APPENDIX N: WEBSITE/ONLINE SHOP: TERMS OF SERVICE  
 
INTRODUCTION   
 
This website is operated by Craft4Smiles C.I.C. Throughout the site, the terms “we”, “us” and “our” 
refer to Craft4Smiles C.I.C. Craft4Smiles C.I.C. offers this website, including all information, tools 
and services available from this site to you, the user, conditioned upon your acceptance of all terms, 
conditions, policies and notices stated here.  
 
By visiting our site and/ or purchasing something from us, you engage in our “Service” and agree to 
be bound by the following terms and conditions (“Terms of Service”, “Terms”), including those 
additional terms and conditions and policies referenced herein and/or available by hyperlink. These 
Terms of Service apply to all users of the site, including without limitation users who are browsers, 
vendors, customers, merchants, and/ or contributors of content.  
 
Please read these Terms of Service carefully before accessing or using our website. By accessing or 
using any part of the site, you agree to be bound by these Terms of Service. If you do not agree to 
all the terms and conditions of this agreement, then you may not access the website or use any 
services. If these Terms of Service are considered an offer, acceptance is expressly limited to these 
Terms of Service.  
 
Any new features or tools which are added to the current store shall also be subject to the Terms of 
Service. You can review the most current version of the Terms of Service at any time on this page. 
We reserve the right to update, change or replace any part of these Terms of Service by posting 
updates and/or changes to our website. It is your responsibility to check this page periodically for 
changes. Your continued use of or access to the website following the posting of any changes 
constitutes acceptance of those changes.  
 
Our store is hosted on Shopify Inc. They provide us with the online e-commerce platform that allows 
us to sell our products and services to you.  
 
SECTION 1 - ONLINE STORE TERMS  
 
By agreeing to these Terms of Service, you represent that you are at least the age of majority in your 
state or province of residence, or that you are the age of majority in your state or province of residence 
and you have given us your consent to allow any of your minor dependents to use this site.  
You may not use our products for any illegal or unauthorized purpose nor may you, in the use of the 
Service, violate any laws in your jurisdiction (including but not limited to copyright laws).  
You must not transmit any worms or viruses or any code of a destructive nature.  
 
A breach or violation of any of the Terms will result in an immediate termination of your Services.  
 
SECTION 2 - GENERAL CONDITIONS  
 
We reserve the right to refuse service to anyone for any reason at any time.  
 
You understand that your content (not including credit card information), may be transferred 
unencrypted and involve (a) transmissions over various networks; and (b) changes to conform and 
adapt to technical requirements of connecting networks or devices. Credit card information is always 
encrypted during transfer over networks. 
  
You agree not to reproduce, duplicate, copy, sell, resell or exploit any portion of the Service, use of 
the Service, or access to the Service or any contact on the website through which the service is 
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provided, without express written permission by us.  
 
The headings used in this agreement are included for convenience only and will not limit or 
otherwise affect these Terms.  
 
SECTION 3 - ACCURACY, COMPLETENESS AND TIMELINESS OF INFORMATION 
  
We are not responsible if information made available on this site is not accurate, complete or current. 
The material on this site is provided for general information only and should not be relied upon or 
used as the sole basis for making decisions without consulting primary, more accurate, more 
complete or more timely sources of information. Any reliance on the material on this site is at your 
own risk.  
 
This site may contain certain historical information. Historical information, necessarily, is not current 
and is provided for your reference only. We reserve the right to modify the contents of this site at any 
time, but we have no obligation to update any information on our site. You agree that it is your 
responsibility to monitor changes to our site.  
 
SECTION 4 - MODIFICATIONS TO THE SERVICE AND PRICES  
 
Prices for our products are subject to change without notice.  
 
We reserve the right at any time to modify or discontinue the Service (or any part or content thereof) 
without notice at any time.  
 
We shall not be liable to you or to any third-party for any modification, price change, suspension or 
discontinuance of the Service.  
SECTION 5 - PRODUCTS OR SERVICES (if applicable)  
 
Certain products or services may be available exclusively online through the website. These 
products or services may have limited quantities and are subject to return or exchange only 
according to our Return Policy.  
 
We have made every effort to display as accurately as possible the colours and images of our 
products that appear at the store. We cannot guarantee that your computer monitor's display of any 
colour will be accurate.  
 
We reserve the right, but are not obligated, to limit the sales of our products or Services to any 
person, geographic region or jurisdiction. We may exercise this right on a case-by-case basis. We 
reserve the right to limit the quantities of any products or services that we offer. All descriptions of 
products or product pricing are subject to change at anytime without notice, at the sole discretion of 
us. We reserve the right to discontinue any product at any time. Any offer for any product or service 
made on this site is void where prohibited.  
 
We do not warrant that the quality of any products, services, information, or other material purchased 
or obtained by you will meet your expectations, or that any errors in the Service will be corrected.  
 
SECTION 6 - ACCURACY OF BILLING AND ACCOUNT INFORMATION  
 
We reserve the right to refuse any order you place with us. We may, in our sole discretion, limit or 
cancel quantities purchased per person, per household or per order. These restrictions may include 
orders placed by or under the same customer account, the same credit card, and/or orders that use 
the same billing and/or shipping address. In the event that we make a change to or cancel an order, 
we may attempt to notify you by contacting the e-mail and/or billing address/phone number provided 
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at the time the order was made. We reserve the right to limit or prohibit orders that, in our sole 
judgment, appear to be placed by dealers, resellers or distributors.  
 
You agree to provide current, complete and accurate purchase and account information for all 
purchases made at our store. You agree to promptly update your account and other information, 
including your email address and credit card numbers and expiration dates, so that we can complete 
your transactions and contact you as needed.  
 
For more detail, please review our Returns Policy.  
 
SECTION 7 - OPTIONAL TOOLS  
 
We may provide you with access to third-party tools over which we neither monitor nor have any 
control nor input.  
 
You acknowledge and agree that we provide access to such tools ”as is” and “as available” without 
any warranties, representations or conditions of any kind and without any endorsement. We shall 
have no liability whatsoever arising from or relating to your use of optional third-party tools.  
 
Any use by you of optional tools offered through the site is entirely at your own risk and discretion 
and you should ensure that you are familiar with and approve of the terms on which tools are 
provided by the relevant third-party provider(s). 
 We may also, in the future, offer new services and/or features through the website (including, the 
release of new tools and resources). Such new features and/or services shall also be subject to 
these Terms of Service.  
 
 
SECTION 8 - THIRD-PARTY LINKS  
 
Certain content, products and services available via our Service may include materials from third-
parties.  
 
Third-party links on this site may direct you to third-party websites that are not affiliated with us. We 
are not responsible for examining or evaluating the content or accuracy and we do not warrant and 
will not have any liability or responsibility for any third-party materials or websites, or for any other 
materials, products, or services of third-parties. 
  
We are not liable for any harm or damages related to the purchase or use of goods, services, 
resources, content, or any other transactions made in connection with any third-party websites. 
Please review carefully the third-party's policies and practices and make sure you understand them 
before you engage in any transaction. Complaints, claims, concerns, or questions regarding third-
party products should be directed to the third-party.  
 
SECTION 9 - USER COMMENTS, FEEDBACK AND OTHER SUBMISSIONS  
 
If, at our request, you send certain specific submissions (for example contest entries) or without a 
request from us you send creative ideas, suggestions, proposals, plans, or other materials, whether 
online, by email, by postal mail, or otherwise (collectively, 'comments'), you agree that we may, at 
any time, without restriction, edit, copy, publish, distribute, translate and otherwise use in any 
medium any comments that you forward to us. We are and shall be under no obligation (1) to 
maintain any comments in confidence; (2) to pay compensation for any comments; or (3) to respond 
to any comments.  
 
We may, but have no obligation to, monitor, edit or remove content that we determine in our sole 
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discretion are unlawful, offensive, threatening, libelous, defamatory, pornographic, obscene or 
otherwise objectionable or violates any party’s intellectual property or these Terms of Service.  
 
You agree that your comments will not violate any right of any third-party, including copyright, 
trademark, privacy, personality or other personal or proprietary right. You further agree that your 
comments will not contain libelous or otherwise unlawful, abusive or obscene material, or contain 
any computer virus or other malware that could in any way affect the operation of the Service or any 
related website. You may not use a false e-mail address, pretend to be someone other than yourself, 
or otherwise mislead us or third-parties as to the origin of any comments. 
 
You are solely responsible for any comments you make and their accuracy. We take no 
responsibility and assume no liability for any comments posted by you or any third-party.  
 
SECTION 10 - PERSONAL INFORMATION  
 
Your submission of personal information through the store is governed by our Privacy Policy which 
can be viewed on this website.   
 
SECTION 11 - ERRORS, INACCURACIES AND OMISSIONS  
 
Occasionally there may be information on our site or in the Service that contains typographical 
errors, inaccuracies or omissions that may relate to product descriptions, pricing, promotions, offers, 
product shipping charges, transit times and availability. We reserve the right to correct any errors, 
inaccuracies or omissions, and to change or update information or cancel orders if any information in 
the Service or on any related website is inaccurate at any time without prior notice (including after 
you have submitted your order).  
 
We undertake no obligation to update, amend or clarify information in the Service or on any related 
website, including without limitation, pricing information, except as required by law. No specified 
update or refresh date applied in the Service or on any related website, should be taken to indicate 
that all information in the Service or on any related website has been modified or updated.  
 
SECTION 12 - PROHIBITED USES  
 
In addition to other prohibitions as set forth in the Terms of Service, you are prohibited from using 
the site or its content: (a) for any unlawful purpose; (b) to solicit others to perform or participate in 
any unlawful acts; (c) to violate any international, federal, provincial or state regulations, rules, laws, 
or local ordinances; (d) to infringe upon or violate our intellectual property rights or the intellectual 
property rights of others; (e) to harass, abuse, insult, harm, defame, slander, disparage, intimidate, 
or discriminate based on gender, sexual orientation, religion, ethnicity, race, age, national origin, or 
disability; (f) to submit false or misleading information; (g) to upload or transmit viruses or any other 
type of malicious code that will or may be used in any way that will affect the functionality or 
operation of the Service or of any related website, other websites, or the Internet; (h) to collect or 
track the personal information of others; (i) to spam, phish, pharm, pretext, spider, crawl, or scrape; 
(j) for any obscene or immoral purpose; or (k) to interfere with or circumvent the security features of 
the Service or any related website, other websites, or the Internet. We reserve the right to terminate 
your use of the Service or any related website for violating any of the prohibited uses.  
 
SECTION 13 - DISCLAIMER OF WARRANTIES; LIMITATION OF LIABILITY  
 
We do not guarantee, represent or warrant that your use of our service will be uninterrupted, timely, 
secure or error-free.  
 
We do not warrant that the results that may be obtained from the use of the service will be accurate 
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or reliable.  
 
You agree that from time to time we may remove the service for indefinite periods of time or cancel 
the service at any time, without notice to you.  
 
You expressly agree that your use of, or inability to use, the service is at your sole risk. The service 
and all products and services delivered to you through the service are (except as expressly stated by 
us) provided 'as is' and 'as available' for your use, without any representation, warranties or 
conditions of any kind, either express or implied, including all implied warranties or conditions of 
merchantability, merchantable quality, fitness for a particular purpose, durability, title, and non-
infringement.  
 
In no case shall Craft4Smiles C.I.C., our directors, officers, employees, affiliates, agents, 
contractors, interns, suppliers, service providers or licensors be liable for any injury, loss, claim, or 
any direct, indirect, incidental, punitive, special, or consequential damages of any kind, including, 
without limitation lost profits, lost revenue, lost savings, loss of data, replacement costs, or any 
similar damages, whether based in contract, tort (including negligence), strict liability or otherwise, 
arising from your use of any of the service or any products procured using the service, or for any 
other claim related in any way to your use of the service or any product, including, but not limited to, 
any errors or omissions in any content, or any loss or damage of any kind incurred as a result of the 
use of the service or any content (or product) posted, transmitted, or otherwise made available via 
the service, even if advised of their possibility. Because some states or jurisdictions do not allow the 
exclusion or the limitation of liability for consequential or incidental damages, in such states or 
jurisdictions, our liability shall be limited to the maximum extent permitted by law.  
 
 
 
SECTION 14 - INDEMNIFICATION  
 
You agree to indemnify, defend and hold harmless Craft4Smiles C.I.C. and our parent, subsidiaries, 
affiliates, partners, officers, directors, agents, contractors, licensors, service providers, 
subcontractors, suppliers, interns and employees, harmless from any claim or demand, including 
reasonable attorneys’ fees, made by any third-party due to or arising out of your breach of these 
Terms of Service or the documents they incorporate by reference, or your violation of any law or the 
rights of a third-party.  
 
SECTION 15 - SEVERABILITY  
 
In the event that any provision of these Terms of Service is determined to be unlawful, void or 
unenforceable, such provision shall nonetheless be enforceable to the fullest extent permitted by 
applicable law, and the unenforceable portion shall be deemed to be severed from these Terms of 
Service, such determination shall not affect the validity and enforceability of any other remaining 
provisions.  
 
SECTION 16 - TERMINATION  
 
The obligations and liabilities of the parties incurred prior to the termination date shall survive the 
termination of this agreement for all purposes.  
 
These Terms of Service are effective unless and until terminated by either you or us. You may 
terminate these Terms of Service at any time by notifying us that you no longer wish to use our 
Services, or when you cease using our site.  
 
If in our sole judgment you fail, or we suspect that you have failed, to comply with any term or 
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provision of these Terms of Service, we also may terminate this agreement at any time without 
notice and you will remain liable for all amounts due up to and including the date of termination; 
and/or accordingly may deny you access to our Services (or any part thereof).  
 
SECTION 17 - ENTIRE AGREEMENT  
 
The failure of us to exercise or enforce any right or provision of these Terms of Service shall not 
constitute a waiver of such right or provision.  
 
These Terms of Service and any policies or operating rules posted by us on this site or in respect to 
The Service constitutes the entire agreement and understanding between you and us and govern 
your use of the Service, superseding any prior or contemporaneous agreements, communications 
and proposals, whether oral or written, between you and us (including, but not limited to, any prior 
versions of the Terms of Service). 
  
Any ambiguities in the interpretation of these Terms of Service shall not be construed against the 
drafting party.  
 
SECTION 18 - GOVERNING LAW  
 
These Terms of Service and any separate agreements whereby we provide you Services shall be 
governed by and construed in accordance with the laws of United Kingdom.  
 
SECTION 19 - CHANGES TO TERMS OF SERVICE  
 
You can review the most current version of the Terms of Service at any time at this page.  
We reserve the right, at our sole discretion, to update, change or replace any part of these Terms of 
Service by posting updates and changes to our website. It is your responsibility to check our website 
periodically for changes. Your continued use of or access to our website or the Service following the 
posting of any changes to these Terms of Service constitutes acceptance of those changes.  
 
SECTION 20 - CONTACT INFORMATION  
Questions about the Terms of Service should be sent to us at fiona@craft4smiles-cic.org.uk. 
 
 
APPENDIX O: WEBSITE: DATA SECURITY AND PROTECTION POLICY 

 
This Privacy Policy describes how your personal information is collected, used, and shared when 
you visit or make a purchase from craft4smiles-cic.org.uk (the “Site”).  
 

Personal information we collect  

When you visit the Site, we automatically collect certain information about your device, including 
information about your web browser, IP address, time zone, and some of the cookies that are 
installed on your device. Additionally, as you browse the Site, we collect information about the 
individual web pages or products that you view, what websites or search terms referred you to the 
Site, and information about how you interact with the Site. We refer to this automatically-collected 
information as “Device Information”.  
 
We collect Device Information using the following technologies:  

- “Cookies” are data files that are placed on your device or computer and often include an 
anonymous unique identifier. For more information about cookies, and how to disable 
cookies, visit http://www.allaboutcookies.org.  

mailto:fiona@craft4smiles-cic.org.uk
http://craft4smiles-cic.org.uk/
http://www.allaboutcookies.org/
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- “Log files” track actions occurring on the Site, and collect data including your IP address, 
browser type, Internet service provider, referring/exit pages, and date/time stamps.  
- “Web beacons”, “tags”, and “pixels” are electronic files used to record information about 
how you browse the Site.  
 
Additionally when you make a purchase or attempt to make a purchase through the Site, 
we collect certain information from you, including your name, billing address, shipping 
address, payment information (including credit and debit card numbers, payment 
information from Google, Apple or Shop Pay if used for a purchase or attempted 
purchase), email address, and phone number. We refer to this information as “Order 
Information”.  
 
When we talk about “Personal Information” in this Privacy Policy, we are talking both 
about Device Information and Order Information.  
 

How do we use your personal information?  

We use the Order Information that we collect generally to fulfill any orders placed through the Site 
(including processing your payment information, arranging for shipping, and providing you with 
invoices and/or order confirmations). Additionally, we use this Order Information to:  

- Communicate with you;  
- Screen our orders for potential risk or fraud; and  
- When in line with the preferences you have shared with us, provide you with 
information or advertising relating to our products or services. 

We use the Device Information that we collect to help us screen for potential risk and fraud (in 
particular, your IP address), and more generally to improve and optimize our Site (for example, by 
generating analytics about how our customers browse and interact with the Site, and to assess the 
success of our marketing and advertising campaigns). We also use Device Information to improve 
our marketing and advertising campaigns (in particular, your browser type and device used) to 
ensure they are better suited to our customers. 

Sharing your personal Information  

We share your Personal Information with third parties to help us use your Personal Information, as 
described above. For example, we use Shopify to power our online store--you can read more about 
how Shopify uses your Personal Information here: https://www.shopify.com/legal/privacy. We also 
use Google Analytics to help us understand how our customers use the Site -- you can read more 
about how Google uses your Personal Information here: https://www.google.com/intl/en/policies/ 
privacy/.  

You can also opt-out of Google Analytics here: https://tools.google.com/dlpage/gaoptout.  
 
Finally, we may also share your Personal Information to comply with applicable laws and regulations, to 
respond to a subpoena, search warrant or other lawful request for information we receive, or to otherwise 
protect our rights.  
 
Behavioural advertising 
 
As described above, we use your Personal Information to provide you with targeted advertisements 
or marketing communications we believe may be of interest to you. For more information about how 
targeted advertising works, you can visit the Network Advertising Initiative’s (“NAI”) educational page 
at http://www.networkadvertising.org/understanding-online-advertising/how-does-it-work. You can 
opt out of targeted advertising by using the links below:  

https://www.shopify.com/legal/privacy
https://www.google.com/intl/en/policies/%20privacy/
https://www.google.com/intl/en/policies/%20privacy/
https://tools.google.com/dlpage/gaoptout
http://www.networkadvertising.org/understanding-online-advertising/how-does-it-work
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- Facebook: https://www.facebook.com/settings/?tab=ads  
- Google: https://www.google.com/settings/ads/anonymous  
- Bing: https://advertise.bingads.microsoft.com/en-us/resources/policies/personalized-
ads  
 

Additionally, you can opt out of some of these services by visiting the Digital Advertising Alliance’s 
opt-out portal at: http://optout.aboutads.info/.  
 
Do not track  
 
Please note that we do not alter our Site’s data collection and use practices when we see a Do Not 
Track signal from your browser. 
 
Your rights  

If you are a European resident, you have the right to access personal information we hold about you 
and to ask that your personal information be corrected, updated, or deleted. If you would like to 
exercise this right, please contact us through the contact information below.  
 
Additionally, if you are a European resident we note that we are processing your information in order 
to fulfill contracts we might have with you (for example if you make an order through the Site), or 
otherwise to pursue our legitimate business interests listed above. Additionally, please note that your 
information will be transferred outside of Europe, including to Canada and the United States.  
 

Data retention  

When you place an order through the Site, we will maintain your Order Information for our records 
unless and until you ask us to delete this information.  
 
Changes  

We may update this privacy policy from time to time in order to reflect, for example, changes to our 
practices or for other operational, legal or regulatory reasons.  
 
Contact us  

For more information about our privacy practices, if you have questions, or if you would like to make 
a complaint, please contact us by e-mail at fiona@craft4smiles-cic.org.uk or by mail using the details 
provided below:  
 
Craft4Smiles C.I.C. [Re: Privacy Compliance Officer]  
Craft4Smiles C.I.C: Registered Office: Wilton Mutlow, 2nd Floor, Dagnall House, Lower Dagnall 
Street, St Albans, AL3 4PA 

 
APPENDIX P: ONLINE SHOP: SHIPPING POLICY 
 
Shipping Costs 

Shipping costs are included in the product price. Therefore no charges are added to the website 
price. 

https://www.facebook.com/settings/?tab=ads
https://www.google.com/settings/ads/anonymous
https://advertise.bingads.microsoft.com/en-us/resources/policies/personalized-ads
https://advertise.bingads.microsoft.com/en-us/resources/policies/personalized-ads
http://optout.aboutads.info/
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The only exception to this is where more than 3 items are ordered at once. In this case an additional 
£2.92 will be added to the cost of the order. This does not apply to cards. If ordering a number of 
items, you are likely to receive a number of packages. Please allow the times listed below before 
contacting us with enquiries re: completion of an order.   

Delivery 

Delivery is via Hermes. Orders placed by 18.00 Greenwich Mean Time (GMT) will be sent the next 
business day and will be delivered: 

• Within 48 hours within UK 
• Within 3-7 working days outside UK 

We make every attempt to deliver your product as fast as possible but we cannot guarantee delivery 
time on the day of delivery. To ensure that you receive your order when you need it, please plan 
accordingly. 

Signature Required 

Deliveries to residential addresses typically do not require a signature, however, in the event that 
one is required and no one is available to sign, a note will be left noting the attempted delivery. After 
three attempts to deliver, the package will be returned to Craft4Smiles C.I.C. 

Order Confirmation 

Once your order has been shipped, you will receive an email informing you of your package being 
shipped. A tracking number will be provided. 

Changes to The Shipping Policy 

Craft4Smiles C.I.C. reserves the right to change this policy at any time. Please check this notice 
from time  to time to note any changes. 

Queries 

Any queries about this shipping policy or queries relating to specific orders should be sent 
to: fiona@craft4smiles-cic.org.uk You will receive a response within I business day. 

 

APPENDIX Q: ONLINE SHOP: RETURNS POLICY 

We have a 30-day return policy, which means you have 30 days after receiving your item to request a 
return.  
 
To be eligible for a return, your item must be in the same condition that you received it unused and in its 
original packaging. You’ll also need the receipt or proof of purchase.  
 
To start a return, you can contact us at fiona@craft4smiles-cic.org.uk. If your return is accepted, we’ll 
send you a return shipping label, as well as instructions on how and where to send your package. Items 
sent back to us without first requesting a return will not be accepted.  
 
You can always contact us for any return question at fiona@craft4smiles-cic.org.uk  
 
Damages and issues  
Please inspect your order upon reception and contact us immediately if the item is defective, damaged or 

mailto:fiona@craft4smiles-cic.org.uk
mailto:fiona@craft4smiles-cic.org.uk
mailto:fiona@craft4smiles-cic.org.uk


 

81 
 
 
 

if you receive the wrong item, so that we can evaluate the issue and make it right. 
Exchanges  

The fastest way to ensure you get what you want is to return the item you have, and once the return 
is accepted, make a separate purchase for the new item. 

Refunds  

We will notify you once we’ve received and inspected your return, and let you know if the refund was 
approved or not. If approved, you’ll be automatically refunded on your original payment method. 
Please remember it can take some time for your bank or credit card company to process and post 
the refund too. 

 
APPENDIX R: SELLING AT FAIRS AND EVENTS POLICY 
 
To follow  
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SCHEDULE                                                

 

Articles of Association of Craft4Smiles C.I.C. The Companies Act 2006 

 

1. Defined Terms 

1.1 The interpretation of these Articles is governed by the provisions set out in the Schedule at the end 
of the Articles. 

COMMUNITY INTEREST COMPANY AND ASSET LOCK 

2. Community Interest Company 

The Company is to be a community interest company. 

3. Asset Locki 

3.1 The Company shall not transfer any of its assets other than for full consideration. 

3.2 Provided the conditions in Article 3.3 are satisfied, Article 3.1 shall not apply to: 

(a) the transfer of assets to any specified asset-locked body, or (with the consent of the Regulator) to 
any other asset-locked body; and 

(b) the transfer of assets made for the benefit of the community other than by way of a transfer of 
assets into an asset-locked body. 
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3.3 The conditions are that the transfer of assets must comply with any restrictions on the transfer of 
assets for less than full consideration which may be set out elsewhere in the memorandum and Articles of 
the Company. 

3.4 If: 

3.4.1 the Company is wound up under the Insolvency Act 1986; and 

3.4.2 all its liabilities have been satisfied 

any residual assets shall be given or transferred to the asset-locked body specified in Article 3.5 below.  

3.5 For the purposes of this Article 3, the following asset-locked body is specified as a potential recipient 
of the Company’s assets under Articles 3.2 and 3.4: 

Name: Lifecraft 
 
(Please note that a community interest company cannot nominate itself as the asset locked body. It also 

cannot nominate a non-asset locked body.  An asset locked body is defined as a CIC or charity, a 
permitted industrial and provident society or non-UK based equivalent. ) 
Charity Registration Number (if applicable): 1048144 

Company Registration Number (if applicable): N/A 

Registered Office: Bath House, Gwydir Street, Cambridge, CB1 2LWii 

4. Not for profit 

4.1 The Company is not established or conducted for private gain: any surplus or assets are used 
principally for the benefit of the community.  

OBJECTS, POWERS AND LIMITATION OF LIABILITY 

5. Objectsiii 

The objects of the Company are to carry on activities which benefit the community and in particular 
(without limitation) to improve wellbeing through crafting and related activities.     
 ]. 

6. Powers 

6.1 To further its objects the Company may do all such lawful things as may further the Company’s 
objects and, in particular, but, without limitation, may borrow or raise and secure the payment of money for 
any purpose including for the purposes of investment or of raising funds. 

7. Liability of membersiv 

The liability of each member is limited to £1, being the amount that each member undertakes to contribute 
to the assets of the Company in the event of its being wound up while he or she is a member or within one 
year after he or she ceases to be a member, for: 

7.1 payment of the Company’s debts and liabilities contracted before he or she ceases to be a member; 

7.2 payment of the costs, charges and expenses of winding up; and 

7.3 adjustment of the rights of the contributories among themselves. 
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DIRECTORS 

DIRECTORS’ POWERS AND RESPONSIBILITIESv 

8. Directors’ general authority 

Subject to the Articles, the Directors are responsible for the management of the Company’s business, for 
which purpose they may exercise all the powers of the Company. 

9. Members’ reserve power 

9.1 The members may, by special resolution, direct the Directors to take, or refrain from taking, specific 
action. 

9.2 No such special resolution invalidates anything which the Directors have done before the passing 
of the resolution. 

10. Chair 

The Directors may appoint one of their number to be the chair of the Directors for such term of office as 
they determine and may at any time remove him or her from office. 

11. Directors may delegatevi 

11.1 Subject to the Articles, the Directors may delegate any of the powers which are conferred on them 
under the Articles or the implementation of their decisions or day to day management of the affairs of the 
Company: 

11.1.1 to such person or committee; 

11.1.2 by such means (including by power of attorney); 

11.1.3 to such an extent; 

11.1.4 in relation to such matters or territories; and 

11.1.5 on such terms and conditions; 

as they think fit. 

11.2 If the Directors so specify, any such delegation of this power may authorise further delegation of 
the Directors’ powers by any person to whom they are delegated. 

11.3 The Directors may revoke any delegation in whole or part, or alter its terms and conditions. 

11.4  

DECISION-MAKING BY DIRECTORS 

12. Directors to take decisions collectivelyvii 

Any decision of the Directors must be either a majority decision at a meeting or a decision taken in 
accordance with Article 18.  [In the event of the Company having only one Director, a majority decision is 
made when that single Director makes a decision.] 

13. Calling a Directors’ meeting 
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13.1 Two Directors may (and the Secretary, if any, must at the request of two Directors) call a Directors’ 
meeting. 

13.2 A Directors’ meeting must be called by at least seven Clear Days’ notice unless either: 

13.2.1 all the Directors agree; or 

13.2.2 urgent circumstances require shorter notice. 

13.3 Notice of Directors’ meetings must be given to each Director. 

13.4 Every notice calling a Directors’ meeting must specify: 

13.4.1 the place, day and time of the meeting; and 

13.4.2 if it is anticipated that Directors participating in the meeting will not be in the same place, how it is 
proposed that they should communicate with each other during the meeting. 

13.5 Notice of Directors’ meetings need not be in Writing. 

13.6 Notice of Directors’ meetings may be sent by Electronic Means to an Address provided by the 
Director for the purpose. 

14. Participation in Directors’ meetings 

14.1 Subject to the Articles, Directors participate in a Directors’ meeting, or part of a Directors’ meeting, 
when: 

14.1.1 the meeting has been called and takes place in accordance with the Articles; and 

14.1.2 they can each communicate to the others any information or opinions they have on any particular 
item of the business of the meeting. 

14.2 In determining whether Directors are participating in a Directors’ meeting, it is irrelevant where any 
Director is or how they communicate with each other.viii 

14.3 If all the Directors participating in a meeting are not in the same place, they may decide that the 
meeting is to be treated as taking place wherever any of them is. 

15. Quorum for Directors’ meetingsix 

15.1 At a Directors’ meeting, unless a quorum is participating, no proposal is to be voted on, except a 
proposal to call another meeting. 

15.2 The quorum for Directors’ meetings may be fixed from time to time by a decision of the Directors, 
but it must never be less than two, and unless otherwise fixed it is [two]. 

15.3 If the total number of Directors for the time being is less than the quorum required, the Directors 
must not take any decision other than a decision: 

15.3.1 to appoint further Directors; or 

15.3.2 to call a general meeting so as to enable the members to appoint further Directors. 

16. Chairing of Directors’ meetings 

The Chair, if any, or in his or her absence another Director nominated by the Directors present shall 
preside as chair of each Directors’ meeting. 



 

86 
 
 
 

17. Decision-making at meetings x 

17.1 Questions arising at a Directors’ meeting shall be decided by a majority of votes. 

17.2 In all proceedings of Directors each Director must not have more than one vote.xi 

17.3 In case of an equality of votes, the Chair shall have a second or casting vote. 

18. Decisions without a meetingxii 

18.1 The Directors may take a unanimous decision without a Directors’ meeting in accordance with this 
Article by indicating to each other by any means, including without limitation by Electronic Means, that they 
share a common view on a matter.  Such a decision may, but need not, take the form of a resolution in 
Writing, copies of which have been signed by each Director or to which each Director has otherwise 
indicated agreement in Writing.   

18.2 A decision which is made in accordance with Article 18.1 shall be as valid and effectual as if it had 
been passed at a meeting duly convened and held, provided the following conditions are complied with:  

18.2.1 approval from each Director must be received by one person being either such person as all the 
Directors have nominated in advance for that purpose or such other person as volunteers if necessary 
(“the Recipient”), which person may, for the avoidance of doubt, be one of the Directors;  

18.2.2 following receipt of responses from all of the Directors, the Recipient must communicate to all of 
the Directors by any means whether the resolution has been formally approved by the Directors in 
accordance with this Article 18.2; 

18.2.3 the date of the decision shall be the date of the communication from the Recipient confirming formal 
approval; 

18.2.4 the Recipient must prepare a minute of the decision in accordance with Article 32. 

19. Conflicts of interestxiii 

19.1 Whenever a Director finds himself or herself in a situation that is reasonably likely to give rise to a 
Conflict of Interest, he or she must declare his or her interest to the Directors unless, or except to the extent 
that, the other Directors are or ought reasonably to be aware of it already.  

19.2 If any question arises as to whether a Director has a Conflict of Interest, the question shall be 
decided by a majority decision of the other Directors. 

19.3 Whenever a matter is to be discussed at a meeting or decided in accordance with Article 18 and a 
Director has a Conflict of Interest in respect of that matter then, subject to Article 20, he or she must: 

19.3.1 remain only for such part of the meeting as in the view of the other Directors is necessary to inform 
the debate; 

19.3.2 not be counted in the quorum for that part of the meeting; and 

19.3.3 withdraw during the vote and have no vote on the matter. 

19.4 When a Director has a Conflict of Interest which he or she has declared to the Directors, he or she 
shall not be in breach of his or her duties to the Company by withholding confidential information from the 
Company if to disclose it would result in a breach of any other duty or obligation of confidence owed by 
him or her. 

20. Directors’ power to authorise a conflict of interest 
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20.1 The Directors have power to authorise a Director to be in a position of Conflict of Interest provided: 

20.1.1 in relation to the decision to authorise a Conflict of Interest, the conflicted Director must comply with 
Article 19.3; 

20.1.2 in authorising a Conflict of Interest, the Directors can decide the manner in which the Conflict of 
Interest may be dealt with and, for the avoidance of doubt, they can decide that the Director with a Conflict 
of Interest can participate in a vote on the matter and can be counted in the quorum;  

20.1.3 the decision to authorise a Conflict of Interest can impose such terms as the Directors think fit and 
is subject always to their right to vary or terminate the authorisation. 

20.2 If a matter, or office, employment or position, has been authorised by the Directors in accordance 
with Article 20.1 then, even if he or she has been authorised to remain at the meeting by the other Directors, 
the Director may absent himself or herself from meetings of the Directors at which anything relating to that 
matter, or that office, employment or position, will or may be discussed. 

20.3 A Director shall not be accountable to the Company for any benefit which he or she derives from 
any matter, or from any office, employment or position, which has been authorised by the Directors in 
accordance with Article 20.1 (subject to any limits or conditions to which such approval was subject). 

21. Register of Directors’ interests 

The Directors shall cause a register of Directors’ interests to be kept.  A Director must declare the nature 
and extent of any interest, direct or indirect, which he or she has in a proposed transaction or arrangement 
with the Company or in any transaction or arrangement entered into by the Company which has not 
previously been declared.   

 

APPOINTMENT AND RETIREMENT OF DIRECTORSxiv 

22. Methods of appointing Directors  

22.1 Those persons notified to the Registrar of Companies as the first Directors of the Company shall 
be the first Directors. 

22.2 Any person who is willing to act as a Director, and is permitted by law to do so, may be appointed 
to be a Director by a decision of the Directors. 

23. Termination of Director’s appointmentxv 

A person ceases to be a Director as soon as: 

(a) that person ceases to be a Director by virtue of any provision of the Companies Act 2006, or is 
prohibited from being a Director by law; 

(b) a bankruptcy order is made against that person, or an order is made against that person in individual 
insolvency proceedings in a jurisdiction other than England and Wales or Northern Ireland which have an 
effect similar to that of bankruptcy; 

(c) a composition is made with that person’s creditors generally in satisfaction of that person’s debts; 

(d) notification is received by the Company from the Director that the Director is resigning from office, 
and such resignation has taken effect in accordance with its terms (but only if at least two Directors will 
remain in office when such resignation has taken effect); or 
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(e) the Director fails to attend three consecutive meetings of the Directors and the Directors resolve 
that the Director be removed for this reason. 

(f) the Director ceases to be a member. 

24. Directors’ remunerationxvi 

24.1 Directors may undertake any services for the Company that the Directors decide. 

24.2 Directors are entitled to such remuneration as the Directors determine: 

(a) for their services to the Company as Directors; and 

(b) for any other service which they undertake for the Company. 

24.3 Subject to the Articles, a Director’s remuneration may: 

(a) take any form; and 

(b) include any arrangements in connection with the payment of a pension, allowance or gratuity, or 
any death, sickness or disability benefits, to or in respect of that director. 

24.4 Unless the Directors decide otherwise, Directors’ remuneration accrues from day to day. 

24.5 Unless the Directors decide otherwise, Directors are not accountable to the Company for any 
remuneration which they receive as Directors or other officers or employees of the Company’s subsidiaries 
or of any other body corporate in which the Company is interested. 

25. Directors’ expenses 

25.1 The Company may pay any reasonable expenses which the Directors properly incur in connection 
with their attendance at: 

(a) meetings of Directors or committees of Directors; 

(b) general meetings; or 

(c) separate meetings of any class of members or of the holders of any debentures of the Company, 

or otherwise in connection with the exercise of their powers and the discharge of their responsibilities in 
relation to the Company. 

 
MEMBERSxvii 

BECOMING AND CEASING TO BE A MEMBERxviii 

26. Becoming a memberxix 

26.1 The subscribers to the Memorandum are the first members of the Company.  

26.2 Such other persons as are admitted to membership in accordance with the Articles shall be 
members of the Company.  

26.3 Each member of the company shall be a Director.  

26.4 No person shall be admitted a member of the Company unless he or she is approved by the 
Directors. 
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26.5 Every person who wishes to become a member shall deliver to the company an application for 
membership in such form (and containing such information) as the Directors require and executed by him 
or her. 

27. Termination of membershipxx 

27.1 Membership is not transferable to anyone else.  

27.2 Membership is terminated if:  

27.2.1 the member dies or ceases to exist;  

27.2.2 otherwise in accordance with the Articles; or  

27.2.3 a member ceases to be a Director. 

DECISION MAKING BY MEMBERS 

28. Members’ meetingsxxi 

28.1 The Directors may call a general meeting at any time. 

28.2 General meetings must be held in accordance with the provisions regarding such meetings in the 
Companies Acts.xxii 

28.3 A person who is not a member of the Company shall not have any right to vote at a general meeting 
of the Company; but this is without prejudice to any right to vote on a resolution affecting the rights attached 
to a class of the Company’s debentures. xxiii 

28.4 Article 28.3 shall not prevent a person who is a proxy for a member or a duly authorised 
representative of a member from voting at a general meeting of the Company.  

29. Written resolutions 

29.1 Subject to Article 29.3, a written resolution of the Company passed in accordance with this Article 
29 shall have effect as if passed by the Company in general meeting: 

29.1.1 A written resolution is passed as an ordinary resolution if it is passed by a simple majority of the 
total voting rights of eligible members. 

29.1.2 A written resolution is passed as a special resolution if it is passed by members representing not 
less than 75% of the total voting rights of eligible members.  A written resolution is not a special resolution 
unless it states that it was proposed as a special resolution. 

29.2 In relation to a resolution proposed as a written resolution of the Company the eligible members 
are the members who would have been entitled to vote on the resolution on the circulation date of the 
resolution. 

29.3 A members’ resolution under the Companies Acts removing a Director or an auditor before the 
expiration of his or her term of office may not be passed as a written resolution. 

29.4 A copy of the written resolution must be sent to every member together with a statement informing 
the member how to signify their agreement to the resolution and the date by which the resolution must be 
passed if it is not to lapse.  Communications in relation to written notices shall be sent to the Company’s 
auditors in accordance with the Companies Acts. 
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29.5 A member signifies their agreement to a proposed written resolution when the Company receives 
from him or her an authenticated Document identifying the resolution to which it relates and indicating his 
or her agreement to the resolution. 

29.5.1 If the Document is sent to the Company in Hard Copy Form, it is authenticated if it bears the 
member’s signature. 

29.5.2 If the Document is sent to the Company by Electronic Means, it is authenticated [if it bears the 
member’s signature] or [if the identity of the member is confirmed in a manner agreed by the Directors] or 
[if it is accompanied by a statement of the identity of the member and the Company has no reason to doubt 
the truth of that statement] or [if it is from an email Address notified by the member to the Company for the 
purposes of receiving Documents or information by Electronic Means]. 

29.6 A written resolution is passed when the required majority of eligible members have signified their 
agreement to it. 

29.7 A proposed written resolution lapses if it is not passed within 28 days beginning with the circulation 
date. 

ADMINISTRATIVE ARRANGEMENTS AND MISCELLANEOUS 

30. Means of communication to be used 

30.1 Subject to the Articles, anything sent or supplied by or to the Company under the Articles may be 
sent or supplied in any way in which the Companies Act 2006 provides for Documents or information which 
are authorised or required by any provision of that Act to be sent or supplied by or to the Company. 

30.2 Subject to the Articles, any notice or Document to be sent or supplied to a Director in connection 
with the taking of decisions by Directors may also be sent or supplied by the means by which that Director 
has asked to be sent or supplied with such notices or Documents for the time being. 

30.3 A Director may agree with the Company that notices or Documents sent to that Director in a 
particular way are to be deemed to have been received within an agreed time of their being sent, and for 
the agreed time to be less than 48 hours. 

31. Irregularities 

The proceedings at any meeting or on the taking of any poll or the passing of a written resolution or the 
making of any decision shall not be invalidated by reason of any accidental informality or irregularity 
(including any accidental omission to give or any non-receipt of notice) or any want of qualification in any 
of the persons present or voting or by reason of any business being considered which is not referred to in 
the notice unless a provision of the Companies Acts specifies that such informality, irregularity or want of 
qualification shall invalidate it. 

32. Minutes 

32.1 The Directors must cause minutes to be made in books kept for the purpose: 

32.1.1 of all appointments of officers made by the Directors; 

32.1.2 of all resolutions of the Company and of the Directors (including, without limitation, decisions of the 
Directors made without a meeting); and 

32.1.3 of all proceedings at meetings of the Company and of the Directors, and of committees of Directors, 
including the names of the Directors present at each such meeting; 

and any such minute, if purported to be signed (or in the case of minutes of Directors’ meetings signed or 
authenticated) by the chair of the meeting at which the proceedings were had, or by the chair of the next 
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succeeding meeting, shall, as against any member or Director of the Company, be sufficient evidence of 
the proceedings. 

32.2 The minutes must be kept for at least ten years from the date of the meeting, resolution or decision. 

33. Records and accountsxxiv 

The Directors shall comply with the requirements of the Companies Acts as to maintaining a members’ 
register, keeping financial records, the audit or examination of accounts and the preparation and 
transmission to the Registrar of Companies and the Regulator of: 

33.1 annual reports; 

33.2 annual returns; and 

33.3 annual statements of account. 

33.4 Except as provided by law or authorised by the Directors or an ordinary resolution of the Company, 
no person is entitled to inspect any of the Company’s accounting or other records or Documents merely by 
virtue of being a member. 

34. Indemnity 

34.1 Subject to Article 34.2, a relevant Director of the Company or an associated company may be 
indemnified out of the Company’s assets against: 

(a) any liability incurred by that Director in connection with any negligence, default, breach of duty or 
breach of trust in relation to the Company or an associated company; 

(b) any liability incurred by that Director in connection with the activities of the Company or an 
associated company in its capacity as a trustee of an occupational pension scheme (as defined in section 
235(6) of the Companies Act 2006); and 

(c) any other liability incurred by that Director as an officer of the Company or an associated company. 

34.2 This Article does not authorise any indemnity which would be prohibited or rendered void by any 
provision of the Companies Acts or by any other provision of law. 

34.3 In this Article: 

(a) companies are associated if one is a subsidiary of the other or both are subsidiaries of the same 
body corporate; and 

(b) a “relevant Director” means any Director or former Director of the Company or an associated 
company. 

35. Insurance  

35.1 The Directors may decide to purchase and maintain insurance, at the expense of the Company, for 
the benefit of any relevant Director in respect of any relevant loss. 

35.2 In this Article: 

(a) a “relevant Director” means any Director or former Director of the Company or an associated 
company; 
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(b) a “relevant loss” means any loss or liability which has been or may be incurred by a relevant Director 
in connection with that Director’s duties or powers in relation to the Company, any associated company or 
any pension fund or employees’ share scheme of the company or associated company; and 

(c) companies are associated if one is a subsidiary of the other or both are subsidiaries of the same 
body corporate. 

36. Exclusion of model articles 

The relevant model articles for a company limited by guarantee are hereby expressly excluded. 

 

 

 

SCHEDULE 

INTERPRETATION 

Defined terms 

1. In the Articles, unless the context requires otherwise, the following terms shall have the following 
meanings: 

Term Meaning 
 

1.1 “Address” includes a number or address used for the purposes of 
sending or receiving Documents by Electronic Means; 

1.2 “Articles” the Company’s articles of association; 

1.3 “asset-locked 
body” 

means (i) a community interest company, a charityxxv or a 
Permitted Industrial and Provident Society; or (ii) a body 
established outside the United Kingdom that is equivalent to 
any of those; 

1.4 “bankruptcy” includes individual insolvency proceedings in a jurisdiction 
other than England and Wales or Northern Ireland which have 
an effect similar to that of bankruptcy; 

1.5 “Chair” has the meaning given in Article 10; 

1.6 “Circulation 
Date” 

in relation to a written resolution, has the meaning given to it 
in the Companies Acts; 

1.7 “Clear Days” in relation to the period of a notice, that period excluding the 
day when the notice is given or deemed to be given and the 
day for which it is given or on which it is to take effect; 

1.8 “community” is to be construed in accordance with accordance with 
Section 35(5) of the Company’s (Audit) Investigations and 
Community Enterprise) Act 2004; 

1.9 “Companies 
Acts” 

means the Companies Acts (as defined in Section 2 of the 
Companies Act 2006), in so far as they apply to the Company; 
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1.10 “Company” [            ] [Community Interest Company/C.I.C.]; 

1.11 “Conflict of 
Interest” 

any direct or indirect interest of a Director (whether personal, 
by virtue of a duty of loyalty to another organisation or 
otherwise) that conflicts, or might conflict with the interests of 
the Company; 

1.12 “Director” a director of the Company, and includes any person 
occupying the position of director, by whatever name called; 

1.13 “Document” includes, unless otherwise indicated, any document sent or 
supplied in Electronic Form; 

1.14 “Electronic 
Form” and “Electronic 
Means” 

have the meanings respectively given to them in Section 
1168 of the Companies Act 2006; 

1.15 “Hard Copy 
Form” 

has the meaning given to it in the Companies Act 2006; 

1.16 “Memorandum” the Company’s memorandum of association; 

1.17 “participate” in relation to a Directors’ meeting, has the meaning given in 
Article 14; 

1.18 “Permitted 
Industrial and Provident 
Society” 

an industrial and provident society which has a restriction on 
the use of its assets in accordance with Regulation 4 of the 
Community Benefit Societies (Restriction on Use of Assets) 
Regulations 2006 or Regulation 4 of the Community Benefit 
Societies (Restriction on Use of Assets) Regulations 
(Northern Ireland) 2006; 

1.19 “the Regulator” means the Regulator of Community Interest Companies; 

1.20 “Secretary” the secretary of the Company (if any); 

1.21 “specified” means specified in the memorandum or articles of 
association of the Company for the purposes of this 
paragraph; 

1.22 “subsidiary” has the meaning given in section 1159 of the Companies Act 
2006; 

1.23 “transfer” includes every description of disposition, payment, release 
or distribution, and the creation or extinction of an estate or 
interest in, or right over, any property; and 

1.24 “Writing” the representation or reproduction of words, symbols or 
other information in a visible form by any method or 
combination of methods, whether sent or supplied in 
Electronic Form or otherwise. 

 

2. Subject to clause 0 of this Schedule, any reference in the Articles to an enactment includes a 
reference to that enactment as re-enacted or amended from time to time and to any subordinate legislation 
made under it. 

Unless the context otherwise requires, other words or expressions contained in these Articles bear the 
same meaning as in the Companies Acts as in force on the date when these Articles become binding 
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on the Company
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i See [Part 6] of the Regulator’s information and guidance notes.  Inclusion of the provisions contained in article 
3.1 to 3.3 is mandatory, reflecting sub-paragraphs (1) to (3) of paragraph 1 of Schedule 1 to the Regulations 
ii See regulation 23 of the Regulations and [Parts 6 and 10] of the Regulator’s information and guidance notes.  
If the company does not specify that the remaining residual assets are to be transferred to a particular Asset 
Locked Body, an appropriate recipient will be chosen by the Regulator, in consultation with the company’s 
directors and members. 
iii On the specification of the company’s objects, see [Part 5] of the Regulator’s information and guidance notes 
iv On limited liability, see [Part 3] of the Regulator’s information and guidance notes. On guarantees generally 
see [Chapter 3.2] of the Regulator’s information and guidance notes. 
v Note that although this model constitution assumes that all Directors are Members and all Members are Directors, 
and the Directors are given wide powers, under the Articles (and company law more generally) there are still some 
decisions which Members must make as Members (either in general meeting under the Companies Act 2006 
(article 28.2), or by written resolution in accordance with article 29).  [See in general the Companies House 
guidance booklet, “Resolutions” (available online at 
http://www.companieshouse.gov.uk/about/gbhtml/gba7.shtml).].  
vi Article 11 permits the Directors to delegate any of their functions.  Delegation may take the form of, for 
instance, the Directors giving a managing director general authority to run the company’s day to day business, 
or responsibility for specific matters being delegated to particular directors (e.g. financial matters to a finance 
director); or it may be equally appropriate to delegate matters to persons other than Directors. In all cases, it is 
important to remember that delegation does not absolve Directors of their general duties towards the company 
and their overall responsibility for its management. This means that, amongst other things, Directors must be 
satisfied that those to whom responsibilities are delegated are competent to carry them out. 
vii Article 12 states that the Directors must make decisions by majority at a meeting in accordance with article 
14; or unanimously if taken in accordance with article 18. 
viii Article 14.2 is designed to facilitate the taking of decisions by the directors communicating via telephone or 
video conference calls.  Note the requirement to keep a written record of meetings and decisions (article 32). 
ix The quorum may be fixed in absolute terms (e.g. “two Directors”) or as a proportion of the total number of 
Directors (e.g. “one third of the total number of Directors”). You may even wish to stipulate that particular 
named Directors, or Directors representing particular stakeholder interests, must be present to constitute a 
quorum.  
x Article 17 reflects paragraph 4 of Schedule 1 to the Regulations, which is required to be included in the articles 
of all community interest companies. 
xi You may wish to include a provision which gives the chair of the board a casting vote.  This will enable the 
directors to resolve any deadlock at board level. 
xii Article 18 is designed to facilitate the taking of decisions by directors following discussions in the form of, for 
example, email exchanges copied to all the directors.  Note the requirements as to recording the decision in 
articles 18.2 and 32. 
xiii The provisions in articles 19 and 20 reflect the position under the Companies Act 2006.  However, it is 
recommended that, as a matter of good practice, all actual and potential conflicts of interest are disclosed in 
writing or at a meeting, as the case may be. 
xiv Private companies are obliged to have at least one director.  Provisions can be inserted into the articles 
providing for a minimum number of directors.  Where the company has just one director, that director must be a 
natural person.  Article 12 notes that, where there is only one director, a majority decision is reached when that 
director makes a decision.  In the case of a single director, the quorum provisions (article 15) will need to be 
amended accordingly. 
xv The board of directors cannot remove a director other than in accordance with the provisions in article 23 and 
the Companies Act 2006. 
xvi See the guidance on directors’ remuneration in [Part 9] of the Regulator’s information and guidance notes. 
xvii See section 112 of the Companies Act 2006. A company’s members are (i) the subscribers to its 
memorandum; and (ii) every other person who agrees to become a member of the company and whose name is 
entered in its register of members. 
xviii There is no need for all those who wish to become Members to subscribe to the Memorandum on 
incorporation; they can become Members and be entered in the register of Members after the company has been 
formed.  However, since this model constitution assumes that all Members are also Directors, all Members will 
also have to be validly appointed as Directors under article 22. 
xix Inclusion of the provisions in article 26 (other than 26.3) is mandatory and reflects paragraphs 2(1)-(4) of 
Schedule 1 to the Regulations.  [Directors should ensure that the information to be included on an application 
form includes all the information which will be required to fill in Companies House Form [288a] on the 

http://www.companieshouse.gov.uk/about/gbhtml/gba7.shtml)
http://www.companieshouse.gov.uk/about/gbhtml/gba7.shtml)
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appointment of the new Member as a Director (see: 
http://www.companieshouse.gov.uk/forms/generalForms/288A.pdf).]  Article 26.3 provides that the Directors 
are also members of the company. 
xx Inclusion of the provisions of article 27.1 and 27.2.1 – 27.2.2 (reflecting sub-paragraphs (5) and (6) of 
paragraph 2 of Schedule 1 to the Regulations), is mandatory. 
xxi The Companies Act 2006 has removed the need for private companies to hold annual general meetings and 
therefore these Articles follow suit; however, if you wish, you can insert an additional provision which obliges 
the company to hold annual general meetings. 
xxii Article 28.2 provides that general meetings must be held in accordance with the provisions of the Companies 
Act 2006.  You may insert additional provisions that specify how many Members are required to be present to 
hold a valid general meeting. The quorum may be fixed in absolute terms (e.g. “four Members”) or as a 
proportion of the total number of Members (e.g. “three quarters of the Members from time to time”).  You may 
even wish to stipulate that particular named Members, or Members representing particular stakeholder interests, 
must be present to constitute a quorum.  In any event, it is recommended that the quorum should never be less 
than half of the total number of Members. 
xxiii Inclusion of the provisions of article 28.3 (reflecting paragraph 3(1) of Schedule 1 to the Regulations) is 
mandatory. 
xxiv See the Companies House guidance booklet, “Accounts and Accounting Reference Dates” (available online 
at http://www.companies-house.gov.uk/about/gbhtml/gba3.shtml).] On the annual community interest company 
report, see [Part 8] of the Regulator’s information and guidance notes. 
xxv Section 1(1) of the Charities Act 2006 defines “charity” as an institution which “is established for charitable 
purposes only, and falls to be subject to the control of the High Court in the exercise of its jurisdiction with 
respect to charities.”. 

http://www.companieshouse.gov.uk/forms/generalForms/288A.pdf
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	1. Defined Terms
	1.1 The interpretation of these Articles is governed by the provisions set out in the Schedule at the end of the Articles.
	COMMUNITY INTEREST COMPANY AND ASSET LOCK

	2. Community Interest Company
	The Company is to be a community interest company.

	3. Asset Lock5F
	3.1 The Company shall not transfer any of its assets other than for full consideration.
	3.2 Provided the conditions in Article 3.3 are satisfied, Article 3.1 shall not apply to:
	(a) the transfer of assets to any specified asset-locked body, or (with the consent of the Regulator) to any other asset-locked body; and
	(b) the transfer of assets made for the benefit of the community other than by way of a transfer of assets into an asset-locked body.

	3.3 The conditions are that the transfer of assets must comply with any restrictions on the transfer of assets for less than full consideration which may be set out elsewhere in the memorandum and Articles of the Company.
	3.4 If:
	3.4.1 the Company is wound up under the Insolvency Act 1986; and
	3.4.2 all its liabilities have been satisfied
	any residual assets shall be given or transferred to the asset-locked body specified in Article 3.5 below.

	3.5 For the purposes of this Article 3, the following asset-locked body is specified as a potential recipient of the Company’s assets under Articles 3.2 and 3.4:
	Charity Registration Number (if applicable): 1048144
	Company Registration Number (if applicable): N/A
	Registered Office: Bath House, Gwydir Street, Cambridge, CB1 2LW6F

	4. Not for profit
	4.1 The Company is not established or conducted for private gain: any surplus or assets are used principally for the benefit of the community.

	5. Objects7F
	6. Powers
	6.1 To further its objects the Company may do all such lawful things as may further the Company’s objects and, in particular, but, without limitation, may borrow or raise and secure the payment of money for any purpose including for the purposes of in...

	7. Liability of members8F
	7.1 payment of the Company’s debts and liabilities contracted before he or she ceases to be a member;
	7.2 payment of the costs, charges and expenses of winding up; and
	7.3 adjustment of the rights of the contributories among themselves.

	8. Directors’ general authority
	9. Members’ reserve power
	9.1 The members may, by special resolution, direct the Directors to take, or refrain from taking, specific action.
	9.2 No such special resolution invalidates anything which the Directors have done before the passing of the resolution.

	10. Chair
	11. Directors may delegate10F
	11.1 Subject to the Articles, the Directors may delegate any of the powers which are conferred on them under the Articles or the implementation of their decisions or day to day management of the affairs of the Company:
	11.1.1 to such person or committee;
	11.1.2 by such means (including by power of attorney);
	11.1.3 to such an extent;
	11.1.4 in relation to such matters or territories; and
	11.1.5 on such terms and conditions;

	11.2 If the Directors so specify, any such delegation of this power may authorise further delegation of the Directors’ powers by any person to whom they are delegated.
	11.3 The Directors may revoke any delegation in whole or part, or alter its terms and conditions.
	11.4

	12. Directors to take decisions collectively11F
	13. Calling a Directors’ meeting
	13.1 Two Directors may (and the Secretary, if any, must at the request of two Directors) call a Directors’ meeting.
	13.2 A Directors’ meeting must be called by at least seven Clear Days’ notice unless either:
	13.2.1 all the Directors agree; or
	13.2.2 urgent circumstances require shorter notice.

	13.3 Notice of Directors’ meetings must be given to each Director.
	13.4 Every notice calling a Directors’ meeting must specify:
	13.4.1 the place, day and time of the meeting; and
	13.4.2 if it is anticipated that Directors participating in the meeting will not be in the same place, how it is proposed that they should communicate with each other during the meeting.

	13.5 Notice of Directors’ meetings need not be in Writing.
	13.6 Notice of Directors’ meetings may be sent by Electronic Means to an Address provided by the Director for the purpose.

	14. Participation in Directors’ meetings
	14.1 Subject to the Articles, Directors participate in a Directors’ meeting, or part of a Directors’ meeting, when:
	14.1.1 the meeting has been called and takes place in accordance with the Articles; and
	14.1.2 they can each communicate to the others any information or opinions they have on any particular item of the business of the meeting.

	14.2 In determining whether Directors are participating in a Directors’ meeting, it is irrelevant where any Director is or how they communicate with each other.12F
	14.3 If all the Directors participating in a meeting are not in the same place, they may decide that the meeting is to be treated as taking place wherever any of them is.

	15. Quorum for Directors’ meetings13F
	15.1 At a Directors’ meeting, unless a quorum is participating, no proposal is to be voted on, except a proposal to call another meeting.
	15.2 The quorum for Directors’ meetings may be fixed from time to time by a decision of the Directors, but it must never be less than two, and unless otherwise fixed it is [two].
	15.3 If the total number of Directors for the time being is less than the quorum required, the Directors must not take any decision other than a decision:
	15.3.1 to appoint further Directors; or
	15.3.2 to call a general meeting so as to enable the members to appoint further Directors.


	16. Chairing of Directors’ meetings
	17. Decision-making at meetings 14F
	17.1 Questions arising at a Directors’ meeting shall be decided by a majority of votes.
	17.2 In all proceedings of Directors each Director must not have more than one vote.15F
	17.3 In case of an equality of votes, the Chair shall have a second or casting vote.

	18. Decisions without a meeting16F
	18.1 The Directors may take a unanimous decision without a Directors’ meeting in accordance with this Article by indicating to each other by any means, including without limitation by Electronic Means, that they share a common view on a matter.  Such ...
	18.2 A decision which is made in accordance with Article 18.1 shall be as valid and effectual as if it had been passed at a meeting duly convened and held, provided the following conditions are complied with:
	18.2.1 approval from each Director must be received by one person being either such person as all the Directors have nominated in advance for that purpose or such other person as volunteers if necessary (“the Recipient”), which person may, for the avo...
	18.2.2 following receipt of responses from all of the Directors, the Recipient must communicate to all of the Directors by any means whether the resolution has been formally approved by the Directors in accordance with this Article 18.2;
	18.2.3 the date of the decision shall be the date of the communication from the Recipient confirming formal approval;
	18.2.4 the Recipient must prepare a minute of the decision in accordance with Article 32.


	19. Conflicts of interest17F
	19.1 Whenever a Director finds himself or herself in a situation that is reasonably likely to give rise to a Conflict of Interest, he or she must declare his or her interest to the Directors unless, or except to the extent that, the other Directors ar...
	19.2 If any question arises as to whether a Director has a Conflict of Interest, the question shall be decided by a majority decision of the other Directors.
	19.3 Whenever a matter is to be discussed at a meeting or decided in accordance with Article 18 and a Director has a Conflict of Interest in respect of that matter then, subject to Article 20, he or she must:
	19.3.1 remain only for such part of the meeting as in the view of the other Directors is necessary to inform the debate;
	19.3.2 not be counted in the quorum for that part of the meeting; and
	19.3.3 withdraw during the vote and have no vote on the matter.

	19.4 When a Director has a Conflict of Interest which he or she has declared to the Directors, he or she shall not be in breach of his or her duties to the Company by withholding confidential information from the Company if to disclose it would result...

	20. Directors’ power to authorise a conflict of interest
	20.1 The Directors have power to authorise a Director to be in a position of Conflict of Interest provided:
	20.1.1 in relation to the decision to authorise a Conflict of Interest, the conflicted Director must comply with Article 19.3;
	20.1.2 in authorising a Conflict of Interest, the Directors can decide the manner in which the Conflict of Interest may be dealt with and, for the avoidance of doubt, they can decide that the Director with a Conflict of Interest can participate in a v...
	20.1.3 the decision to authorise a Conflict of Interest can impose such terms as the Directors think fit and is subject always to their right to vary or terminate the authorisation.

	20.2 If a matter, or office, employment or position, has been authorised by the Directors in accordance with Article 20.1 then, even if he or she has been authorised to remain at the meeting by the other Directors, the Director may absent himself or h...
	20.3 A Director shall not be accountable to the Company for any benefit which he or she derives from any matter, or from any office, employment or position, which has been authorised by the Directors in accordance with Article 20.1 (subject to any lim...

	21. Register of Directors’ interests
	22. Methods of appointing Directors
	22.1 Those persons notified to the Registrar of Companies as the first Directors of the Company shall be the first Directors.
	22.2 Any person who is willing to act as a Director, and is permitted by law to do so, may be appointed to be a Director by a decision of the Directors.

	23. Termination of Director’s appointment19F
	(a) that person ceases to be a Director by virtue of any provision of the Companies Act 2006, or is prohibited from being a Director by law;
	(b) a bankruptcy order is made against that person, or an order is made against that person in individual insolvency proceedings in a jurisdiction other than England and Wales or Northern Ireland which have an effect similar to that of bankruptcy;
	(c) a composition is made with that person’s creditors generally in satisfaction of that person’s debts;
	(d) notification is received by the Company from the Director that the Director is resigning from office, and such resignation has taken effect in accordance with its terms (but only if at least two Directors will remain in office when such resignatio...
	(e) the Director fails to attend three consecutive meetings of the Directors and the Directors resolve that the Director be removed for this reason.
	(f) the Director ceases to be a member.

	24. Directors’ remuneration20F
	24.1 Directors may undertake any services for the Company that the Directors decide.
	24.2 Directors are entitled to such remuneration as the Directors determine:
	(a) for their services to the Company as Directors; and
	(b) for any other service which they undertake for the Company.

	24.3 Subject to the Articles, a Director’s remuneration may:
	(a) take any form; and
	(b) include any arrangements in connection with the payment of a pension, allowance or gratuity, or any death, sickness or disability benefits, to or in respect of that director.

	24.4 Unless the Directors decide otherwise, Directors’ remuneration accrues from day to day.
	24.5 Unless the Directors decide otherwise, Directors are not accountable to the Company for any remuneration which they receive as Directors or other officers or employees of the Company’s subsidiaries or of any other body corporate in which the Comp...

	25. Directors’ expenses
	25.1 The Company may pay any reasonable expenses which the Directors properly incur in connection with their attendance at:
	(a) meetings of Directors or committees of Directors;
	(b) general meetings; or
	(c) separate meetings of any class of members or of the holders of any debentures of the Company,


	26. Becoming a member23F
	26.1 The subscribers to the Memorandum are the first members of the Company.
	26.2 Such other persons as are admitted to membership in accordance with the Articles shall be members of the Company.
	26.3 Each member of the company shall be a Director.
	26.4 No person shall be admitted a member of the Company unless he or she is approved by the Directors.
	26.5 Every person who wishes to become a member shall deliver to the company an application for membership in such form (and containing such information) as the Directors require and executed by him or her.

	27. Termination of membership24F
	27.1 Membership is not transferable to anyone else.
	27.2 Membership is terminated if:
	27.2.1 the member dies or ceases to exist;
	27.2.2 otherwise in accordance with the Articles; or
	27.2.3 a member ceases to be a Director.


	28. Members’ meetings25F
	28.1 The Directors may call a general meeting at any time.
	28.2 General meetings must be held in accordance with the provisions regarding such meetings in the Companies Acts.26F
	28.3 A person who is not a member of the Company shall not have any right to vote at a general meeting of the Company; but this is without prejudice to any right to vote on a resolution affecting the rights attached to a class of the Company’s debentu...
	28.4 Article 28.3 shall not prevent a person who is a proxy for a member or a duly authorised representative of a member from voting at a general meeting of the Company.

	29. Written resolutions
	29.1 Subject to Article 29.3, a written resolution of the Company passed in accordance with this Article 29 shall have effect as if passed by the Company in general meeting:
	29.1.1 A written resolution is passed as an ordinary resolution if it is passed by a simple majority of the total voting rights of eligible members.
	29.1.2 A written resolution is passed as a special resolution if it is passed by members representing not less than 75% of the total voting rights of eligible members.  A written resolution is not a special resolution unless it states that it was prop...

	29.2 In relation to a resolution proposed as a written resolution of the Company the eligible members are the members who would have been entitled to vote on the resolution on the circulation date of the resolution.
	29.3 A members’ resolution under the Companies Acts removing a Director or an auditor before the expiration of his or her term of office may not be passed as a written resolution.
	29.4 A copy of the written resolution must be sent to every member together with a statement informing the member how to signify their agreement to the resolution and the date by which the resolution must be passed if it is not to lapse.  Communicatio...
	29.5 A member signifies their agreement to a proposed written resolution when the Company receives from him or her an authenticated Document identifying the resolution to which it relates and indicating his or her agreement to the resolution.
	29.5.1 If the Document is sent to the Company in Hard Copy Form, it is authenticated if it bears the member’s signature.
	29.5.2 If the Document is sent to the Company by Electronic Means, it is authenticated [if it bears the member’s signature] or [if the identity of the member is confirmed in a manner agreed by the Directors] or [if it is accompanied by a statement of ...

	29.6 A written resolution is passed when the required majority of eligible members have signified their agreement to it.
	29.7 A proposed written resolution lapses if it is not passed within 28 days beginning with the circulation date.

	30. Means of communication to be used
	30.1 Subject to the Articles, anything sent or supplied by or to the Company under the Articles may be sent or supplied in any way in which the Companies Act 2006 provides for Documents or information which are authorised or required by any provision ...
	30.2 Subject to the Articles, any notice or Document to be sent or supplied to a Director in connection with the taking of decisions by Directors may also be sent or supplied by the means by which that Director has asked to be sent or supplied with su...
	30.3 A Director may agree with the Company that notices or Documents sent to that Director in a particular way are to be deemed to have been received within an agreed time of their being sent, and for the agreed time to be less than 48 hours.

	31. Irregularities
	32. Minutes
	32.1 The Directors must cause minutes to be made in books kept for the purpose:
	32.1.1 of all appointments of officers made by the Directors;
	32.1.2 of all resolutions of the Company and of the Directors (including, without limitation, decisions of the Directors made without a meeting); and
	32.1.3 of all proceedings at meetings of the Company and of the Directors, and of committees of Directors, including the names of the Directors present at each such meeting;

	32.2 The minutes must be kept for at least ten years from the date of the meeting, resolution or decision.

	33. Records and accounts28F
	33.1 annual reports;
	33.2 annual returns; and
	33.3 annual statements of account.
	33.4 Except as provided by law or authorised by the Directors or an ordinary resolution of the Company, no person is entitled to inspect any of the Company’s accounting or other records or Documents merely by virtue of being a member.

	34. Indemnity
	34.1 Subject to Article 34.2, a relevant Director of the Company or an associated company may be indemnified out of the Company’s assets against:
	(a) any liability incurred by that Director in connection with any negligence, default, breach of duty or breach of trust in relation to the Company or an associated company;
	(b) any liability incurred by that Director in connection with the activities of the Company or an associated company in its capacity as a trustee of an occupational pension scheme (as defined in section 235(6) of the Companies Act 2006); and
	(c) any other liability incurred by that Director as an officer of the Company or an associated company.

	34.2 This Article does not authorise any indemnity which would be prohibited or rendered void by any provision of the Companies Acts or by any other provision of law.
	34.3 In this Article:
	(a) companies are associated if one is a subsidiary of the other or both are subsidiaries of the same body corporate; and
	(b) a “relevant Director” means any Director or former Director of the Company or an associated company.


	35. Insurance
	35.1 The Directors may decide to purchase and maintain insurance, at the expense of the Company, for the benefit of any relevant Director in respect of any relevant loss.
	35.2 In this Article:
	(a) a “relevant Director” means any Director or former Director of the Company or an associated company;
	(b) a “relevant loss” means any loss or liability which has been or may be incurred by a relevant Director in connection with that Director’s duties or powers in relation to the Company, any associated company or any pension fund or employees’ share s...
	(c) companies are associated if one is a subsidiary of the other or both are subsidiaries of the same body corporate.
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